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This document contains validated activities and competencies needed 
by inforraticn professionals working in a special library. The following 
operational definition of conpetency was developed: 



A competency is a generic knowledge, skiU or attitude of a person 
that is causally related to effective behavior as demonstrated 
through ypt^r* 1 performance criter ia, where: 



• Knowledge is bavin-* information about, knowing, understanding, 
being acquainted wi u, being aware of, having experience of, or 
being familiar with something, someone, or how to do something. 

• Skill is the ability to use one's knowledge effectively. 

• attitude is a mental or emotional approach to something, or 



We have identifier" several types of knowledge that are necessary to 
perform information work satisfactorily as follows: 



• Ragiff knowledge in such areas as language, communication, 
arithmetic operations, etc. 

• fiifrjggfr lcnrui^o of primary subject fields of users served 
such as medicine, chemistry, law, etc. 

• T.ihrary »nfl Information w ork environments such as the 

information community, its participants and their social, 
economic and technical interrelationships, etc. 

• KnoMlagge of MQCk tg done such as the activities required 
to provide services and produce products, etc. 

• Ennui of r he nrqaniwiHm or oner community served such as 
the mission, goals, and objectives of the user or the 
organization, user's information needs and requirements, etc. 



There appear to be three kinds of skills necessary to perform 
information work satisfactorily including: 

• Basic rftiiie such as cognitive, communication, analytical, etc. 

• ckniR r»\* *-*A to ™ rh yecififi »t*ivitv being performed such 
as negotiation of reference questions, evaluation of search 
outputs, etc. 

• Qfchei skUla such as managing time effectively, budgeting and 
making projections, etc. 

Attitudes of information professionals are found to be extremely 
important to work performance. We have found it useful to subdivide 
attitudes into: 

• nifpnsiM«» i jitHnidefi toward one's profession, the organiza- 
tion served, one's work organization, and other people such as 
users and co-workers. 

• Pprfirralihy «-r»<«-«/oualifciefi such as confidence, inquisitive- 
ness, sense of ethics, flexibility, etc. 

• ftfr+imdps r»i»»«a fro i jihAmrit/nrgantzation such as willingness 
to accept responsibility, willingness to learn, desire to grow, 
etc. 

The activities and competencies are organized according to the 
functions which information professionals perform, and by professional 
level as displayed in Figure 1. The competencies are cumulative across 
professional level, i.e., competencies of mid-level professionals include 
entries shown at the mid-level as well as those at the entry level, etc. 

It is important to understand the distinction between functions 
performed and positions or job titles. Our rationale behind the functional 
approach was that we were more concerned with what information profession- 
als do than with what they are called. In a single-person unit therefore, 
the infornation professional will undoubtedly perform more than a single 
function. In using and interpreting the competency data in this document, 
it is important to consider the functions being performed by 
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professionals and the activities being performed to determine which 
competencies are appropriate. The functions identified for information 
professionals working in special libraries are: 



w 




• 


cataloging 


• 


circulation and user services 


• 


collection maintenance 


• 


interlibrary loan 


• 


management 


0 


reference 


• 


serials control. 



Three professional levels were defined as follows: 

• entry level (up to 3 years of professional experience) 

• mid level (4-9 years of professional experience) 

• senior level (10 or more years of professional experience) . 

The activities performed are listed first and numbered sequen- 
tially. The actual assignment of individual activities to subcategories of 
the major activities and to the functions varies from library to library. 
The organization of activities that we developed provided us with the "best 
fit" case. Indented and unnumbered activities are essentially paraprofes- 
sional activities which, in small libraries, may be performed by 
professionals. 

The activities are followed by the validated sets of knowledge, 
skills and attitudes. Two versions of each of the lists are provided. The 
first set have those competencies designated by the validators as essential 
in bold face print, and those designated as desirable in regular face 
print. The level of emphasis is denoted by asterisks as follows: 

• denotes each competency rated as essential or desirable by 
50-70 percent of the validators of that competency 

** denotes each competency rated as essential or desirable by 
71-84 percent of that validators of that competency 
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*** denotes each competency rated as essential ot desirable by 
85-100 percent of the validators of that competency. 

The second set of knowledge, skills, and attitudes have competen- 
cies designated by the validators as becoming more or less important in the 
future. Again, the level of emphasis is denoted by asterisks as follows: 

* denotes each competency rated by 1-20 percent of those who 
validated it (as essential, desirable, or not applicable) as 
becoming more or less important in the future 

** denotes each competency rated by 21-40 percent of those *&o 
validated it (as essential, desirable, jz not applicable) as 
becoming more or less important in the future 

*** denotes each competency rated by 41-100 percent oi those who 
validated it (as essential, desirable, or not applicable) as 
becoming more or less important in the future 

• denotes competencies rated as rnrrently not applicable which 
have also been rated as becoming more important in the future. 
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ACQUISITIONS 
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ACTIVITIES 



ACQUISITIONS ENTRY LEVEL 
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S ftlteetion 

1. Develop a good understanding of the library's collection development 
policies and guidelines 

2. Receive requests from organization staff for purchase of materials for 
the collection (s) or for office use 

3. Forward orders for serials/numbered series to the serials control 
section 

4. Select materials to order from publishers' catalogs, book reviews, 
bibliographies, circulation and interlibrary loan requests for 
materials not owned by the library, exchange lists, etc. 

5. Forward bibliographic citations for selected serials/numbered series 
and any such materials received in the section to the serials control 
section for processing 

6. Examine shipments of unsolicited materials (blanket orders/on-approval 
shipments, gifts, etc.) to select which items are suitable for 
retention; annotate processing slips for each item as required 

7. Evaluate discarded office copies for possible addition to the library's 
collection (s) 

8. Assign processing priorities to all material selected for the 
collection (s) 

9. Maintain a statistical r* , jf selection and the usefulness of 
various selection tools 

10. Supervise bibliographic cc?tching and verification: 

search in-process file(s) (items on order, want lists, and re- 
ceived .tons not yet cataloged) and library's catalog (s) to 
determine if the cited titles are needed for the collec- 
tion (a) 

annotate citations that are discovered to be serials/numbered 

series and return them to supervisor 
verify and locate additional bibliographic data, as required; 

refer problems to supervisor 
maintain record of searching and verification statistics 

11. Search for trade and non-trade bibliographic information that 
technicians are unable to locate; refer problems to higher level staff, 
as appropriate 
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ACTIVITIES 



ACQUISITIONS EMERY LEVEL 

Selection (cont'd) 

12. Determine source of procurement (jobber, direct, gift, exchange, etc.) 

13. Prioritize recattnended selections in each subject area; consult with 
mid level librarian to determine which materials should be placed on 
the want list for possible order action at a later date 

14. Supervise order/request processing: 

prepare records (manual or automated) for items to be ordered/ 

requested now/later 
prepare purchase orders, if required 
prepare order/request documentation for mailing 
claim outstanding orders 
cancel orders, as required 
re-issue orders to different sources, as required 
maintain statistical record of order/request processing operations 

Receipt Processing 

15. Supervise receipt processing of ordered/requested materials, blanket 
order/on-approval shipments, unsolicited gifts, etc. 

open packages and retain sender information 
check shipments against packing lists/invoices 
check shipments for demuge 
examine received items for imperfections 

for unsolicited shipments, search in-process file(s) and library's 
catalog (8) to determine which items are needed for the 
collection 

update in-process file with receipt information 

update in-process file ret any errors in receipt or receipt of 

damaged/inperfect materials 
annotate packing slips/invoices for damaged/imperfect materials, 

incorrectly supplied materials, and unwanted materials 
annotate, packing slips/invoices to indicate materials which are 

office copies 

annotate packing slips/invoices to certify receipt of all 

materials retained 
deliver packing slips/invoices to invoice processor 
insert and/or update processing slips for materials to be retained 
mark materials retained for t u e collection as required (Invoice 

number, date of receipt, etc.) 
place materials to be cataloged on the appropriate book trucks 
forward any serials/numbered series received to the serials 

control section 



m 2 15 



ACTIVITIES 



ACQUISITIONS ENTRY LEVEL 



Receipt Prorayffiinq tcaafclfl) 

15. Supervise receipt processing of ordered/requested materials, blanket 
order/on-approval shipments, unsolicited gifts, etc. (cont'd) 

process office copies as required and send to the appropriate 
staff members 

send form letters to acknowledge gifts, if appropriate 

prepare damaged/ imperfect materials, incorrectly supplied 

materials, and unwanted materials for return to suppliers, if 

appropriate 

place unwanted/damaged items not to be returned to suppliers in 

specified area to await proper disposal 
maintain statistical record of receipt processing operations 

16. Supervise the delivery of library materials to the catalogs section 
at regular intervals 

17. Supervise preparation and disposal of unwanted library materials 
File Maintenance 

18. Supervise creation and maintenance of in-process file is) 

input orders/requests, want list items, unsolicited receipts 
update records baaed on correspondence received and actions taken 
update records with receipt, return and disposal information 
update records with cataloger assignment, if appropriate 
update records when cataloging has been completed and items are no 

longer in process 
delete records at appropriate intervals, maintain statistical 

records of file creation and maintenance operations 

19. Supervise maintenance of accession records for materials which will not 
be added to the library's collections, if required 

fitter. 

20. Handle problems related to the selection and acquisition of library 
materials; refer special problems to higher level staff, as appropriate 

21. Assist staff in locating materials received in the library but still in 
process 

22. Advise other libraries of sources used to obtain difficult-to-locate 
materials 
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ACTIVITIES 



ACQUISITIONS 



BUSY LEVEL 



Otter fcont'd) 

23. Supervise the preparation of exchange lists for items selected by 
senior librarians 

24. Examine dealers' stocks and publishers'/producers ' displays at book/fiV 
fairs and conferences in order to become familiar with the character- 
istics of the various offerings 

25. Conduct library business by phone, when appropriate 

26. Write memos and letters, as required 

27. Prepare manuals of procedures 

28. Make recommendations to the section manager for improvement in opera- 
tions of the unit/section 

7': . Attend and participate in staff meetings 

30. Provide an overview of the operations of the unit/section to visitors, 
as requested 

31. Supervise technicians and other paraprofessicnal staff 

32. Work to develop "esprit de corps" among staff supervised 

33. Assist section manager in writing job descriptions for self and for 
staff supervised 

34. Assist section manager in developing performance standards for self and 
for staff supervised 

35. Assist section manager in the review and performance evaluation of 
staff supervised 

36. Assist in the selection of new technicians and paraprcjfessionals 

37. Keep abreast of developments in the Information field, library practice 
or legislation that affect selection and acquisition of library 



38. Attend professional meetings and prepare reports for dissemination to 
staff 

39. Develop professional contacts both within and outside the library 
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ACTIVITIES 



ACQUISITIONS KID LEVEL 



Selection 

40. Keep abreast of the information needs of the parent organization so 
that selection of library materials may be made to support new areas of 
interest/activity 

41. Select materials which are to be placed on the want list based on 
recommendations of entry level staff 

Verification and Ordering 

42. Supervise the maintenance of an address file of procurement sources 

43. Draft form letters for ordering/requesting library materials, claiming/ 
canceling orders, acknowledging gifts, etc. 

44. Schedule purchases of library materials in order to operate within the 
budget 

45. Work with contract and/or purchasing department (s) of the parent 
organization to identify requirements and develop draft procedures for 
purchasing library materials 

46. Work with serials control staff to develop draft procedures for order- 
ing and fiscal control of serials/himbered series 

Fiscal Control 

47. Work with the finance and accounting department of the parent organiza- 
tion to iderti ify requirements and develop draft procedures for process- 
ing invoices for payment 

48. Supervise invoice processing for acquisition of library materials 

receive and log in packaging slips/invoices from acquisitions and 

serials control staff with receipt information noted 
receive and log in original invoices 

match original invoices with annotated packaging slips/invoice 
copies 

convert currency to D.S. dollars, if required 

search/request searcn of acquisition end serials control files to 

verify receipt, if necessary 
maintain record of expenditures by account, including office copy 

charges to individual departments 
process approved invoices for payment and forward them to the 

appropriate fiscal office 
process purchase order documents as required 
receive correspondence from suppliers 

ERIC 5 18 



ACTIVITIES 



ACQUISITIONS 



MID LEVEL 



Fiscal Control (cont'd) 

48. Supervise invoice processing for acquisition of library materials 
(cont'd) 

draft replies to correspondence concerning payment problems 
prepare prepayment statements if required 

maintain files of invoices and other documents related to the 

purchase of library materials 
prepare reports of expenditures and balances in all accounts 
maintain a record of invoice processing statistics 

49. Maintain control of the library materials budget; notify the section 
manage! of situations which may require special action 

50. Review report* of expenditures and balances in all accounts as prepared 
by an accounting technician; draft narrative statements to accompany 
the reports, if required 

51. Approve/modify draft replies to correspondence concerning payment 
problems 

52. Work with the finance and accounting department to establish deposit 
accounts with certain suppliers 

53. Determine the average cost of each type of library material purchased 

54. Project budget requirements for purchasing library materials for the 
new fiscal year 

55. Assess performance of existing equipment/systems used in acquisitions 
and investigate capabilities of other equipment/systems 

56. Recommend acquisition of new/additional equipnent/systems 

57. Train staff in operation and in-house maintenance of equipment/systems 

58. Supervise in-house operation and maintenance of equipnent/systems 

59. Gather information for maintenance contracts on equipnent/systems 

60. Draft statements of work for contact proposals for services, systems, 
equipment and/or maintenance 

61. Evaluate contractors' proposals 

62. Train and supervise entry level staff and accounting technician (s) 
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ACTIVITIES 



ACQUISITIONS MID LEVEL 

Fiscal Control (cont'd) 

63. Assist in the selection of new professional staff and accounting 
technician (s) 

64. Write articles for professional journals/newsletters when appropriate 



ACQUISITIONS SENIOR LEVEL 



Selection 

65. Select and maintain an up-to-date collection of selection tools and 
aids to bibliographic verification 

66. Together with reference and interlibraiy loan section staff members, 
analyze library resources in the area and make recommendations con- 
cerning the degree to which duplication of collections should occur. 
Identify subject areas in which resource sharing may be mutually 
beneficial 

67. Formulate draft selection and retention policies for all types of 
library materials 

68. Prepare draft selection guidelines to be used by section staff as an 
aid to interpreting selection policies 

69. Periodically review staff selections to ensure more uniform interpreta- 
tion of the selection policies; conduct training sessions as required 

70. Evaluate the existing collection (s) and identify areas of weakness 

71. Prepare lists of materials to be purchased in order to upgrade areas of 
weakness in the collection (s) 



72. Together with reference staff, compile lists of reference books and 
standard works that comprise a tesic collection in each major subject 
area. New editions of these materials are purchased automatically 

73. Together with reference staff, select materials for a email collection 
to support organizational staff who may be located in a remote facility 



7 

20 



ACTIVITIES 



ACQUISITIONS SENIOR LEVEL 



Selection focnt'dl 

74. Develop guidelines for Identifying materials in the collection (s) which 
should be retained in microform for preservation 

75. Select materials to be weeded from the collection; coordinate 
procedures for this periodic activity with circulation, collection 
maintenance, and catalog file rr tatenance staff Members 

76. Select items to be replaced wh ji have been reported as missing follow- 
ing an inventory of the collection 

77. Review damaged materials identified by collection maintenance staff} 
determine which materials should be replaced, discarded, rebound, or 
replaced by a new edition or more recent work on the same subject 

78. Select items which have been weeded or set aside for disposal which may 
be offered to exchange partners 

79. Identify existing collections of special value to the library which are 
advertised for sale or which may be solicited as gifts 

££b£E 

8C. Function as a technical expert in all matters of selection and 
acquisition of library materials 

81. Work with senior cataloging and serials control staff members to 
identify proccessing prioxities and draft guidelines for priority 
assignment to all incoming library materials 

82. Interview salesmen and publishers' and dealers' representatives to 
learn about forthcoming publications, revisions of standard reference 
works, services offered, etc. 

83. Assist the section manager in negotiating with publishers' and dealers' 
representatives to set up on approval programs and other services 

84. Prepare an evaluation of each dealer's performance for review by the 
section manager 

85. Identify sources for obtaining out of print materials which are to be 
replaced/added to the collection 

86. Draft a gift acceptance policy statement 
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ACTIVITIES 



ACQUISITIONS 



SENIOR LEVEL 



Other focnt'dl 

87. Identify potential exchange partners 

88. Draft an exchange policy statement 

89. Draft documentation to establish an exchange program 

90. .Supervise the exchange program 

91* Appraise the value of highly specialized and rare materials 

92. Identify sources for disposal of unwonted materials 

93. Draft documentation to set up disposal program, including special 
provisions for disposal of classified materials 

94. Draft all selection at., acquisition procedures and policies; draft 
revisions as required 

95. Flowchart and document selection and acquisition procedures 

96. Assist section manager in on-going systems analysis of the section 

97. Analyze statistics for all operations in the section and prepare draft 
statistical reports 

98. Train and supervise mid level staff 

99. Function as section manager in his/her absence 
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POMDGE 



ACQUISITIONS ENM LEVEL 

Basic fan^i^^f 

•** knowledge related to literacy, nuaeracy, coaaralcatlone, etc. 
hnfltflfriaf 

* knowledge of the primary subject field of users served (e.g., medicine, 

chemistry, lew, etc.) 

*** knowledge of foreign languages 

Lihrarv t TnfnnwUm Science Knowledge (Generic) 

*** knowledge of definition, etxoctcre, and foraats of lnforaatlon 

* knowledge of alternative ag tBa o ha i to the organisation of inforaation 

* knowledge of alternative agwach a a to retrieval of Inforaation 

* knowledge of alternative approaches to inforaation management 

* knowledge of available and emerging information technologies and their 

applications 

* knowledge of completed and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 

** knowledge of now to learn on an ongoing basis 

Knowledge ahnut InformaMfln i^rk environments 

* knowledge of the expanding information cenmunity, its participants and 

their Interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge o f the functio ns performed within the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics en d inforaation habite 

Kncwledae of what work la dang 



knowledge of the acquisitions function, the range of services and 
Pfpo^Ttt o ffe red (both — a nd potential ) 
*•* knowledge of the activit ies that are required to offer the services and 

produce the products 
** knowledge of the various resources that are necessary to support the 
activities 

*** knowledge of acquisition tools and sources of bibliographic Information 
** knowledge of aognlaiHrn not node and teohnlrjnaa 

knowledge of r a gfesn a n c a empscted and how It can be aaasured 
knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable ooapernation, benefits, etc.) 
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ACQUISITIONS ENTSY LEVEL 






ItoflWlflfaf of hew to do work 






*** knowledge of bow to perfora the various activities 

*** knowledge off how to use the acquisitions tools and sources of 

MM iogrnphic iufoiaetlon 
*** knowledge of how to apply the aoojaisltions scthods and techniques 






Knowledge of the organisation gejgad and ifca library tor lnfnrm»Hftn 
center) 






*•* taowledge of the wisslon, goals and objectives of the organisation 






*** knowledge of the structure of the organisation and the role of the 
library (or Inforwatlon center) within the organisation 
* knowledge of the various projects and key personnel within the 






*** knowledge of the policies and procedures relevant to the library (or 

** knowledge of the various resources available within the library (e.g., 

personnel, eguipwsnt, etc.) 
** knowledge of the users* infotsntion needs ard reonirenents 
** knowledge of the collection, and of related collections 










ACQUISITIONS MID LEVEL 






*** greater depths of knowledge specified above 

** knowledge of the opsratiawi of other sections in the library and bow 

they relate to acquisitions 
*** knowledge of available vendor-supplied system, services and products 

to lupport aonuj wJtioni 
*** knowledge of the contracting process, both in general and within the 

#*Mmsnva4 wssww*4swa 






UltJBIl sWT ICsTl 

* knovladge of mmlmtim wtiboda and tacfadqoaB to evaluate aytiM, 
mi v low and products 




o 
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KNOVLEDGE 



ACQUISITIONS SENIOR LEVEL 



*** gr e at er depths of knowledge s p ecifi ed above: 

* knowledge of public relatione techniques 

* knowledge of statistical description, analysis, interpretation and 

fljaaLsaB^SBB^BBa^BBsaa^daA^Bk^Lsa eV ^bsbbb^ 

preecntarion 

*** knowledge of tbe oottm aaeodated with llbnty reararces (aaterials, 

PKeMDMlf eftt06| etCa) 

know ledge of cost analysis end i i i ta tpcefc a ti o n nethoda 
*** know ledge of nethods of leetujitc allocation 

** knowledge of rtandkrds, lib and narhndo for emlmting p e rs o nn el 

* knowledge of alternative ■aoag—nl afcracturea and their iaplloatlons 

for tbe operation of the library 

* flfcate-Kj£-*he-art knowledge of library research and practice 
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ACQUISITIONS ENTRY LEVEL 



Bafiifi kn owledge 

* knowledge related to literacy , nuaeracy, h —mi 1 1 miens, etc. 

Subject knowledge 

** knowledge of the priaary subject field of users served (e.g., aedicine, 
chemistry, lav, etc.) 

* knowledge of foreign languages 

Library j Information Science Knowledge (Generic) 

** knowledge of alternative approaches to the organ i at ton of information 
** knowledge of alternative a jp ii oadU B to lecrieval of inforaation 
*** knowledge of alternative approaches to inforaation aanagnawnl 
** knowledge of available and aairylng inforaation technologies and their 
applications 

** knowledge of ccapleted and ongoing research in the field and its 
applicability to prac ti ce 

* knowledge of career opportunities 

** knowledge of how to learn on an ongoing basis 

Knowledge ahrait information work environments 

** knowledge of the expanding inforaation coaaunlty, its participants and 
their interrelationships (social, cconoaic, technical, etc.) 

** knowledge of the variety of work settings and their organisational 
st r uctu r es 

* knowledge of the functions per fe caed within the various work settings 

and the services and products offered 
** knowledge of the users of the services and products, their character- 
istics and inforaation habits 

Knowledge of what work la done 

* knowledge of toe acquisitions function, toe range of services and 

products offered (both actual and potential) 

* knowledge of toe activities that are required to offer the services and 

produce the products 

* knowledge of the various resources that are necessary to support the 

activities 

** knowledge of p er fo raance oapactad and how it can be ■assured 

* knowledge of job responsibilities fnd working conditions (e.g., range 

of duties, probable coapsnsation, benefits, etc.) 
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ACQUISITIONS ENTRY LEVEL 



Knowledge of how to do work 

* knowledge of bow to apply the acquisitions Methods and techniques 

* knowledge of personnel procedures 

Knowledge of the organization served and its library for information 
center) 

* knowledge of the mission, goals and objectives of the organization 



* knowledge of the structure of the organisation and the role of the 

library (or inforaation center) within the organisation 
** knowledge of the various projects and key personnel within the 
organisation 

* knowledge of the policies and procedures relevant to the library (or 

Inforaation center) 

* knowledge of the various resources available within the library (e.g., 

personnel, equipsent, etc.) 

* knowledge of the users' inforaation needs and requi ro aa nto 

* knowledge of the collection, and of related collections 



ACQUISITIONS MID LEVEL 



** knowledge of the operations of other sections in the library and how 

they relate to acquisitions 
** knowledge of available vendor-supplied systeas, services and products 

to support acquisitions 

* knowledge of the contracting process, both in general and within the 

organisation 

* knowledge of evaluation aethods and techniques to evaluate systeas, 

services and products 
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ACQUISITIONS SENIOR LEVEL 



* knowledge of public relations techniques 

* knowledge of statistical description, analysis, interpretation and 

pr cogitation 

* knowledge of the costs associated with library resources Materials, 

personnel, space, etc*) 

* knowledge of cost analysis and interp retat ion ■athoda 

* knowledge of s e th od o of resource allocation 

* knowledge of standards, seasons and setnodB for evaluating personnel 

* knowledge of alternative aanageaent structures and their implications 

tor the operation of the library 
** state-of-the-art knowledge of library research and practice 
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ACQUISITIONS 



amor level 



Baaic ttiiia 

*** literacy, nmwinry, cognitive, analytical, u— inlinl Lens, etc. 

flcills Related to Specific Activities 
Ability to: 

* perform aat&i activity 

^ aBfcafaUflmm 1 BB^pOCt vltil and OOUaaQUaa 

^ ocsaunlcata wbU fcy iiTlfcbttif varibal aod ocQrvarfaal boors 

conduct an Interview 

* conduct meetings with individuals and groups 

* collect, analyse and interpret data 



* work independently and in groups 
develop criteria for evaluation 

Ability to: 

* sake effective, timely, and well-informed dan! slews 

Isolate and define problems and develop the necessary criteria and 
action for their eolation 
** manage time effectively 



ACQUISITIONS MID LEVEL 



Skills Related to Each Specific Activity 
** Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organisation and not just the library 

* anticipate long-range needs of library 

** design systems and psoosdhras to improve libr a ry operations 

* arbitrats and nm motaate 




— e m - 
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baaed on available intonation 
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ACQUISITIONS SENIOR LEVEL 

*** Skills listed above axe developed to a greater extent 

Ability to: 

*** apply ■etfaodi of seaageeanl and moj 
*** budget and sake projections 
*** optlaise the use of library resources 
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ACQUISITIONS BURST LEVEL 

Baals aula 

* literacy, nuaeracy, cognitive, analytical, ooeaunical tons, etc. 
Skllla Belated to Specific ActlvitieB 
Ability tot 



* oo— anil nh wall by written, verbal and non-verbal Beans 
** co n d u c t an Interview 

* conduct Beat Inge wits individuals and groups 

* sake H mt *w ttmm and cecoaaandat lone based on available Infonaxtion 

* supervise staff 

* work independently and In gr o u p s 

* develop criteria for evaluation 

Ability tot 

* nage time effectively 



ACQUISITIONS HID LEVEL 

SklllB Related to Each Specific Activity 

* Skills listed above are developed to a greater extent 

Ability tot 

* perceive the needs of the organisation and not just the library 

* anticipate long-range nseda of library 

** design systeas and procedures to iaprove library op eratio ns 

* arbitrate and negotiate 

ACQUISITIONS SENIOR LEVEL 

* Skills listed above are developed to a greater extent 

Ability tot 



* apply aethods of 

DQOQ0C eauQ aasaKQ arTn/T ff rTi l^Terr 

* pptsats e the use of library 
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JBIXIOHB 








ACQUISITIONS 








Dispositional Attitudes 








Attitudes Toward Inatltutionfl 








ah Hupoct tor pcoCmbIoq 
*** —pact for the library 
** Deapect for the parent organization 








Attitudes Toward Other Peoole 








Toward Users 








* Like°people in general 
** Lite to help people 

Like to meet people 

Lite to ante others feel oonfortable 

* Sensitive to others' needs 








Toward Others in the Workplace 








** Heaped oo workers 

* Lite to work with others/as a tea 
Like to work on own 

* Willingness to draw upon and share knowledge and apex 


lenoe with 






onn 

* Supportive of oo workers 

* Bi joy managing/supervising others 








Personal Qualities 








** Alertness 

* Assertivenes8 

* Oonpessi on/Kindness 

* rv«>rl iWira 








* Cheerf ulnees 
*** Dq*ntt>illty 

Deteindnatlcxv^Penacity 

# fllnlfini 








* Baational stability 








* neadbUityAnrstttility 

* Imagination 

* Xnquisitiveness 
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ACQUISITIONS 



Personal flualifciea fonnt'dl 

* Leadership ability 

* Neatness 

* Need for achievement 

* Objectivity 

* - 



* Optimism/Positive attitude 
** Orgsnlgtt.ion 
Patience 

Physical endurance 



** Sensitive/Thooghtf ul 

* Sense of humor 
*** sense of ethics 

* Dole 



Attitudes P»l»«-«* fn ^oh/taork/Organigafcion 
Individual should demonstrate: 



Willingness to take/accept responsibility 

* Willingness to take initiative 

** Willingness to respond to authority, apply and follow policy 
** Desire bo learn/try 

* Willingness to fail 

*** Wlllingpesi to ask qpastiona 
** Desire to nock to beat of ability 




* willingness to get hands dirty 
** MtSBt l on to detail 

* Willingness to do clerical tasks 
*** Desire to folXov^throogh 



* Willingness to promote library and its 
** View of library am put of a larger information environment 

** View of library as an organization 

* Ability to sacrifice am o r t - te am gains for long- te rm goals 

* Political sense 

* Curiosity 

* Variety of interests 

* Desire to grow personally 

* Dssise to grow pmofessionally 

* Desire to remain current in specific and general subject field 
** Positive attitode toward job 

o 20 

tK|C 38 



UJUflW JBB VM JDW BD ifi BB CPHUC 
MORE VERSUS L ESS JJUKEMff 
IN IBB FUTURE 



39 



MfUDOBB 



ACQUISITIONS 



IttappBitlflnal attitudes 

Attitudes Toward Institutions 

* Respect foe profession 

* R espect for the library 

** Henpect for the parent organization 

Attitudes Howard Other People 
Toward Users 

* — epoct users 

* Lite people in general 
** Like to help people 

* Lite to Beet peo ple 

* Like to sake otters reel ocsf ortable 
** Sensitive to otters' neads 

Toward Others in the Workplace 

** Like to work with others/as a teas 

* Like to work on own 

** win Imjaww to draw upon and share knowledge and experience with 

■ « — — 
oners 

* Supportive of co-workers 

** Enjoy ssnaging/supervising otters 

Personal Qualities 

* Alertness 

* Confidence 

* Dependability 

* Determination/Tenacity 

* Diplomacy 

* Bnotional stability 

* Fairness 

* nexibmty/tersatility 

* Inquisitiveness 
** Leadership ability 

* Objectivity 

* Opan-ndndeahess 
** Organisation 

* Patience 

* Rasourceful 

* Sense of humor 

* Sense of ethics 

* Tolerance 
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ACQUISITIONS 



flfctifcufles, Wanted to Joh/Work/Orpanizatinn 

Individual should d^nonstratet 

Willingness to take/accent responsibility 
Willingness to take initiative 
Desire to leam/try 
Willingness to fail 
Willinrjwp to ad 
ftasponslvsnsai to tins constraints 
Accuracy 

Willingness to get hands dirty 
Attention to detail 
Willingness t? do clerical tasks 
Desire to follow-through 
Service orientation 
Organisational identity 
WUlingMs* to praaote liter ry and its serv'' 
View of library as part of a larger intonation 
View of library as an organisation 
Ability vo nee broad picture 
Ability * easrlf foe abort-tem gains for long-tt 
Politics ^ense 
Curiosity 

Desire to grow personally 
Desire to grow professionally 

Desire to rssein current in specific and general subject field 
Positive attitude toward job 



** 



goals 



9 

ERIC 



22 



41 



SPECIAL LIBRARIAN CDIPBIBCXB5 
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ACTIVITIES 



CATALOGING BITO LEVEL 

1. Supervise and perform, as required, pre-cataloging searching 

2. Perform descriptive cataloging (with or without copy) for materials 
which will require original cataloging 

3. Determine main and added entries 

4. Assicp subject headings from the approved list(s) of headings 

5. Classify materials using the approved classification system (s) 

6. Establish cataloging authority data 

7. Establish cross reference data 

8. Code cataloging and authority data for data entry as part of the 
cataloging process, or prepare the main entry catalog card 

9. Recatalog and reclassify materials already in the collection, as 
required 

10. Consult reference books anc|/or online files, anchor make phone calls to 
obtain information necessary for cataloging 

11. Refer cataloging probians to higher level staff 

12. Keep abreast of changes r dating to cataloging procedures (e.g., 
in-house memos, LC rule interpretations of AftCR 2, new subject terms, 
updated instructions for searching/updating online files, etc.) 

13. Maintain a record of pre-cataloging searching statistics 

14. Maintain a record of cataloging statistics 

15. Write memos and letters a* required 

16. Prepare manuals of procedures for pre-cataloging searching 

17. Select/develop a processing form to be use in pre-cataloging searching 

18. Make recommendations to the section manager for improvement in 
operations of the unit/section and for improvement in bibliographic 
access to the collection (s) 

19. Attend and participate in staff meetings 

ERJC 23 43 



ACTIVITIES 



CATALOGING BUSY LEVEL 



Other fcon'.'dl 

20. Provide an overview of the operations of the unit/section to visitors, 
as requested 

21. Train and supervise pre-cataloging searchers 

22. Work to develop "esprit de corps" among staff supervised 

23. Assist section manager in writing job descriptions for self and staff 
supervised 

24. Assist section manager in developing performance standards for self and 
for staff supervised 

25. Assist section manager in the review and performance evaluation of 
staff supervised 

26. Assist in the selection of new technicians 

27. Keep abreast of developments in the information field or library 
practice that affect cataloging, classification, and bibliographic 
files and netwoiks 

2d. Attend professional meetings and prepare reports for dissemination to 
staff 

29. Develop professional contacts both within and cjtside the library 



CATALOGING MID LEVEL 

30. Perform cataloging and classification of difficult materials 

31. Supervise limited cataloging of certain types of library materials and 
titles for which network supplied cataloging will be accepted 

32. Supervise Ottering, as required 

33. Handle cataloging problems encountered by entry level staff; refer to 
higher level staff, if necessary 
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CATALOGING 



MID LEVEL 



34. Maintain a statistical rc.sord of cataloging difficult items 

35. Maintain a record of limited cataloging statistics 

36. Maintain a record of Cutter ing statistics 
Bibliographic Files 

37. Supervise maintenance of accession records, if appropriate 

38. Supervise online entry of cataloging data and/or locator data, if 
appropriate 

39. Supervise proofreading of computer printouts of cataloging data, if 
appropriate 

40. Supervise ordering/preparation of card sets, if a card catalog is 
maintained 

41. Supervise and revise filing of cards, if required 

42. Supervise physical maintenance of the card catalog, if required 

replace catalog cards, guide cards, and drawer labels 
shift cards 

43. Supervise updating the bibliographic files (online or manual) 

add/correct locator data 

indicate number of copies owned 

indicate holdings data for multi-volume sets 

indicate withdrawal or loss of materials 

delete/correct incorrect records 

44. Supervise production of lists of new accessions; forward than to the 
circulation section for distribution 

45. Maintain statistical records of operations relating to the creation and 
maintenance of bibliographic files 
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ACTIVITIES 



CATALOGING MID LEVEL 



Materials PrnreetHnff 



46. Supervise the physical processing of all items to be added to the 
library's collection (s) : 

nark materials with the library's identification 

affix security labels 

type and apply classification labels 

prepare item cards for circulation, or affix circulation bar 

code/OOt labels 
affix date due slips, if required 
open new books 
apply purchased covers 

mount pamphlet-type materials in special binders 

place AV materials in proper storage containers, if required 

segregate materials requiring special treatment or repairs and 

deliver to collection maintenance section 
place new materials on appropriate book trucks and deliver to 

designated locations in library 

47. Maintain statistical records of operations relating to the physical 
processing of materials 

Other 

48. Prepare manuals of procedures for limited cataloging, Cutter ing, 
creation and maintenance of bibliographic files, and for physical 
processing of library materials 

49. Select/develop processing forms/input forms to be used in all 
activities supervised 

50. Work closely with collection maintenance staff and selection staff 
during Inventories and/or weeding so bibliographic files may be updated 
as required 

51. Assess performance of existing equipment/systems used in cataloging and 
investigate capabilities of other equipnent/systems 

52. Reccosnend acquisition of new/additional equipnent/systems 

53. Train staff in operation and in-house maintenance of equipnent/systems 

54. Supervise in-house operation and maintenance of equipnent/systems 

55. Gather information for maintenance contracts on equipnent/systems 
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ACTIVITIES 



CATALOGING MID LEVEL 

Other (cont'd) 

56. Draft statements of work for contract proposals for services, systems, 
equipment and/or maintenance 

57. Evaluate contractors' proposals 

58. Assess quality of supplies used in physical processing of library 
materials 

59. Work with circulation and collection maintenance staff members to 
recommend changes in supplies/methods for physical processing of 
library materials when current processing is inadequate 

60. Train and supervise entry level catalogers 

61. Train and supervise technicians and paraprofessionals 

62. Assist in the selection of new professional staff 

63. Write articles for professional journals/newsletters when appropriate 



CATALOGING SENIOR LEVEL 

Cataloging 

64. Function as a technical expert in the cataloging section 

65. Determine level of cataloging (full or limited) for all materials 
received for cataloging 

66. Assign materials to each cataloger 

67. Supervise recordkeeping indicating location in section of each item to 
be cataloged 

68. Revise all cataloging performed in section and/or under contract to 
ensure consistency of interpretation of library's cataloging policies 
and standards 

69. Maintain a statistical record for each cataloger indicating quantity 
and quality of cataloging produced 

70. Maintain a summary record of revision statistics 
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ACTIVITIES 



CATALOGING SENIOR LEVEL 



Other 

71. Maintain an up-to-date collection of reference works necessary to 
support cataloging and creation of authority records 

72. Prepare cataloging manuals and other aids to improve the quality of 
cataloging produced by the section or by contractors 

73. Select/develop cataloging input forms 

74. Craft cataloging procedures and policies; draft revisions as required 

75. Draft guidelines for determining level of cataloging to be given to 
various categories of library materials 

76. Keep abreast of developments in network, national, and international 
standards for bibliographic description 

77. Together with the section manager, represent the library at biblio- 
graphic network/consortia meetings 

78. Keep abreast of the information needs of the parent organization so 
that proper assignment of subject headings and classification numbers 
may provide users with ready access to topics of special importance 

79. Recommend expansion of the library's classification system (s) as 
required 

80. Recommend expansion of the library's standard list of subject headings, 
as required 

81. work with serials control and interlibrary loan staff members to 
produce and/or update the library's serials holdings list 

82. Make inquiries and recommendations concerning the advertisement, 
publication, and distribution of book/microform catalogs, lists of new 
titles cataloged, etc. 

83. Recommend participation in bibliographic network (s)/projects 

84. Supervise the procedures and quality of data for input to union 
catalogs and bibliographic networks/projects 

85. Flowchart and document all cataloging section procedures 

86. Assist section manager in on-going systems analysis of the section 
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ACTIVITIES 



CATALOGING 



SENIOR LEVEL 



Other tccnt'dl 

G7. Analyze cataloging section statistics and prepare draft statistical 
reports 

88. Train and supervise mid level staff 

69. Function as section manager in his/her absence 
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CATALOGING BJIKf LEVEL 



ER?C 



Baals tofldate 

*•* knowledge related to literacy, neeocy, anl( nl lam, etc. 



* knowledge of the priaary aubject field of neexB eerved (e.g., medicine, 

cfcaaistry, law, etc.) 

** knowledge of foreign languages 

T.4hrnry fc Tn formation Science maul tripe (Generic) 

•** knowledge of definition, atroctore, and foxnata of Intonation 
** knowledge of alternative anjco a cb a a to the ocganlaatlcn of infomation 
** knowledge of alternative a pproache s to retrieval of i nto na tion 

* knowledge of alternative approaches to intonation aanagaaant 

* knowledge of available and saarglng Infotwatlnn tirtmnlnglaa and their 



* knowledge of completed and ongoing reaearch in the field and its 

applicability to practice 
knowledge of career opportpnltln 
*** knowledge of how to learn on an ongoing basis 

Knowledge ah"* <nft»rmiif jfl) wnrlt «raHmtiMnfc« 

** knowledge of the expanding information community, its participants and 
their interrelationships (social, economic, technical, etc.) 

** knowledge of the variety of work settings and their organizational 
structures 

* knowledge of the functions performed within the various work settings 

and the services and products offeree! 

* knowledge of the man of the services and products, their character- - 

latin and Intonation habits 

Knowledge of what work la done 

*** knowleJge of the cataloging function, the range of services and 

ptodncta offered (both actual and potential) 
** kno wledge of the actlwiti n that an required to offer the services and 

** Imledga^'ne'wa^n reaourcea that an necessary to support the 
aotxvttln 

*** knowledge of cataloging toola and sources of bibliographic Information 

*** knowledge of cataloging aethoda and techniques 
** knowledge of l a nfo tna n n e expected and how it can baaeaaured 
** knowledge of job reaponelbilltles and working conditions (e.g., range 
of dutin, probable coapanaatlon, banefita, etc.) 
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CATALOGING WHS LEVEL 



Knowledge of how to dc work 

*** knowledge of bar to perfom the various activities 

*** knowledge of bow to ose the cataloging tools and sources of 

hifcHogrephic information 
*** knowledge of hew to apply the cataloging ssthods and techniques 

** knowledge of personnel procedures 

Knowledge of the organization aerved and ifca library for lnfftrnmHon 
center) 

* knowledge of the mission, goals and objectives of the organization 

served 

* knowledge of the structure of the organisation and the role of the 

library (or inforaation center) within the organisation 

* knowledge of the various projects and key personnel within the 

*** knowledge of the policies and procedures relevant to the library (or 

ilaa^OaVH&JLCKt OtVssbettr) 

** knowledge of the various resources available within the library (e.g., 

^^a^^a^w^^wlw^Mw^n^wM.^w*i ■ ^^aJawAAw^ ^^^i % 

pers o n nel, ecjuipasnt, etc.) 
*** knowledge of the users' inforaation needs and requirements 

** knowledge of the collection, and of related collections 



CATALOGING MID LEVEL 



greater depths of knowledge specified above 
** knowledge of the operations of other sections in the library and how 

they relate to cataloging 
** knowledge of available vendor-supplied systems, services and products 
to supp or t cataloging 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation methods and techniques to evaluate systems, 

services and products 
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CATALOGING SENIOR LEVEL 



QESatttT dfapfcikal Of lOQOIflad^a flpadf lad! 

* knovladge of pcMJc wiiitMM toactalqpaB 

* knowledge of statistical daacrlptloa, analysis, interpretation add 
pcaantatlon 

* knowledge of the coata —polled with library raaonrcea (aaterlals, 

* knowledge of ooot analyala end tnt w rrttafr ifl n Methods 
knowledge of aothodi of reeooroe allocation 

** knowledge of atendude, aaaattroa and aathoda for evaluating personnel 
** knowledge of alter native sanagenent atroctorea and their 

for the o perati on of Jbe library 
*** etate-af-the-ert knowledge of library reewirnfa and practice 
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CATALOGING 



ENTPY LEVEL 



* knovledge related to J Iceracy, nan aracy. 



t« etc. 



Sublect knowledge 

** knovledge of the primary subject field of users a. /ed (e.g., Medicine, 

chemistry, law, etc.) 
** knowledge of foreign languages 

Library | Information Science Knowledge (Generic) 

* knovledge of definition, structure, and formats of information 

** knovledge of alternative approacfaas to the organisation of information 
** knovledge r* alternative approaches to retrieval of infoznation 
** knovledge ol altemative approaches to information BBcageaent 
** Hwvledge of available and em ergi ng information technologies and their 
rfgj ioationo 

* knovledge of completed arid ongoing research in the field and its 

applicability to practice 
*** knovledge of career opportunities 

* knowledge of how to learn on an ongoing basis 

Knowledge about information work environments 

* knovledge of the eapandinq information community, its participants and 

their interrelationships (social, economic, technical, etc.) 
** knovledge of the variety of work settings and their organizational 
structures 

* knovledge of the functions per fo rmed within the various work settings 

and the services and products offered 

* knovledge of the users of the services and i^odncts, their character- 

istics and ^formation habits 

Knowledge of what work la done 

* knowledge of the cataloging function, the range of services and 

products offered (both srtual and potential) 

* knowledge of the activities that are required to offer the services and 

produce the products 

* knowledge of the various resources that are necessary to support the 

activities 

* knowledge of cataloging tool* and sources of bibliographic information 

* knowledge of cataloging uathods and technigue* 

* knovledge of performance expected and how it can be measured 

* knovledge of job responsibilities and working conditions (e.g., range 

of duties, probable compensation, benefits, etc.) 
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CATALOGING 



ENTRY LEVEL 



Knowledge of hew to do work 

* knowledge of bow to perfora the various activities 

* knowledge of how to use tbe cataloqing tools and sources of 

bibl iographic infornation 

* knowledge of now to apply tbe c a t alo g in g aetbods and techniques 
** knowledge of pe rso n nel procedures 

Knowledge of the organization served and its library for Information 

center) 

** knowledge of the mission, goals and objectives of tbe organisation 



** knowledge of tbe structure of tbe organisation and tbe tole of tbe 
library (or intonation center) within the organisation 

** knowledge of the various projects and key personnel within the 
organisation 

* knowledge of the policies and p roced u res relevant to tbe library (or 

infonation center) 

* knowledge of the various resources available within the library (e.g., 

personnel, eojoipasnt, etc.) 

* knowledge of tbe users' inforaation needs and reojuiresents 

* knowledge of the 4?»?i air H4? n, and of related collections 



CATALOGING MID LEVEL 



* greater depths of knowledge specified above 

* knowledge of the operations of other tactions in the library anC how 

they relate to cataloging 

* knowledge of available vendor-supplied systene, services and products 

to support cataloging 

* knowledge of tbe contracting process, both in general and within the 

organisation 

* knowledge of evaluation aethuds and techniques to evaluate sysbens. 



services and products 
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CATALOGING 



SENIOR LEVEL 



* greater depths of knowledge apeclfled above 

* knowledge of public relations techniques 

* knowledge of statistical description, analysis, interpretation and 

present at ion 

* knowledge of the costs associated with library resources Materials, 

personnel, space, etc*) 

* knowledge of cost analysis and interpretation — t h od n 

* knowledge of sethods of resource allocation 

* knowledge of standards, seamen and ■ethods for evaluating personnel 

* knowledge of alternative ssnagaaent structures and their implications 

for the operation of the library 

* state-of-the-art knowledge of library research and practice 
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STILLS 



CATALOGING ENTFDf LEVEL 



Basic genu* 

*** literacy, nuaeracy, cognitive, analytical, coasunlcaticns, etc. 

acills Belated to Specific Activities 
Ability tot 

* perform each activity 

* entahHwh rapport with usees and oolleagnss 

* 1 1— iih ate sell by written, verbal and non-verbal seans 
conduct an interview 

* conduct meetings with individuals and groups 

* collect, analyse and Interpret data 

* sake and reooaeendel lens bceed on available infomation 

* supervise staff 

* work independently and in groups 

develop criteria for evaluation 

Ability to: 

** anke effective, tiaely, and vell-infozned dacisionB 

** isolate and define prohleas and develop the necessary criteria and 

action for their solution 
** aenage tiae effectively 



CATALOGING MID LEVEL 



SkUlB Belted to Bach Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organisation and not just the library 

* anticipate long-range pesos of library 

** design synteas and proced ur e s to iaprove library operation* 

* arbitrate and negotiate 
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CATALOGING SENIOR LEVEL 

*** Skills listed above are developed to a greater extent 

Ability to: 



** apply setbods of aeasoraeant and evaluation 
** b u d g et and sake projections 
*** optiadse the one of library resources 
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ENTRY LEVEL 



Baaic sung 

* literacy, numeracy, cognitive, analytical, onssnnicai Ions, etc. 
aUla ttelat-.^ fcg qperiftc Activities 
Ability tot 

* perfora jacj) activity 

* establish rapport with users and oollaagnee 

* ccnaanicate vail fey written, verbal and non veibal mans 

* conduct an interview 

* conduct a—tlngi with individuals and groups 
** c olla nty a nal y se and interpret data 

* aake decisions and lanammlil limi baaed on available intonation 

* supervise ataff 

* node indapendantly and in grou ps 

* develop criteria for evaluation 

Ability to: 

* aake effective, tisely, and well-infoxned dednions 

** iaolate and define probleas and develop the w e e— uy criteria and 
action for their solution 

* nanage tine effectively 



CATALOGING MID LEVEL 



Skills Related to Each Specific Activity 
* Sfc " ^ listed above are developed to a greater extent 

Ability to: 

* perceive the needs of the organisation and not just toe library 

* antici pa te long-range needs of library 

* design systeas and procedures to iapcove library operations 

* arbitrate and negotiate 
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SKILLS 



CATALOGING 



SENIOR LEVEL 



* Skills listed above axe developed to a greater extent 

Ability tot 

* apply setbodB of ■easareeent and evaluation 

* budget and sake projections 

* the use of library resources 
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CATALOGING 



ajggflitigoal attitudes 

\ Institutions 



foe profession 

for the library 

for the parent organization 



ftM-ltlllllftfl Steward Other People 



* Lite people In general 

* Lite to help people 
Lite to eeet people 

Lite to eete others feel comfortable 

* Sensitive to others* needs 

■toward Others In the Workplace 



* Lite to won with others/as a 
*** Like to work on own 

** Willingness to draw upon and share knowledge and experience with 



Supportive of oo workers 

Bijoy managing/supervising others 



Pergonal Qualities 



* Assertiveness 

* Conpassi on/Kindness 
* 
* 

Dependability 



* Diplanacy 

* actions] stability 



* 

** nezihrntyAteratlllty 



* mgjnisitii 

** Leadership ability 
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CATALOGING 



Personal Qualities (cont'd) 



* Weed for 

* Objectivity 

* ■ - - - 



* Optlmlfmytoositive attitude 



* Physical endurance 



»* Sensitive/Uwughtf ul 

* Sense of humor 

* Sense of ethics 
* 



"tttuflgft Related to JobAtork/Organizatlon 
Individual should demonstrate: 

*** Willingness to take/accept responsibility 

* wUUhjmw to take initiative 

*** Willingness to respond to authority, apply and follow policy 
*** Desire to learn/try 
•* Willingness to fail 
*** Willingness to ask qonsHms 
Desire to work to bast of ability 

* Pmsponelvoneaa to time const rnlm-B 




* WilUngness to get hands dirty 
*** Attention to detail 

* Willingness to do clerical tasks 
Desire to foltos tbpooah 

* Organisational identity 

Willingness to promote library and its services 

* View of library aw part of a larger information environmant 

* View of library as an organisation 

* ability to see broad picture 

* Ability to sacrifice short-term gains for long-term goals 
Political sense 

** Curiosity 

** variety of interests 

* Desire to grow personally 

** Desire to grow professionally 

* Desire to remain current In specific and general subject field 
*** Positive attitude touard job 
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CATALOGING 



ffiagfffl1t1fl)al Attitudes 

Attitudes Toward Institutions 

* n e a pe d for profession 

* Respect for the library 

* n e npect for the parent organisation 

Attitudes Toward Other People 
Toward Dsers 

* Baspect users 

* Like people in general 

* Like to help people 

* Like to sect people 

* Like to sake others feel oosfortable 

* Sensitive to others* nevfe 

Toward Others in the Workplace 

* Respect oo workers 

* Like to work with otbera/as a tees 

* Like to work on own 

* Willingness to draw upon and share knowledge and experience with 

OUSTS 

* Supportive of oo wor k ers 

* Bi joy ssnaging/supervising others 

* Alertness 

* Assertiveness 

* CQspassion^Undness 

* Confidence 

* Cheerfulness 

* Dependability 

* Detersination^enacity 

* ssotional stability 

* nesibllityAersatility 

* Xsaglnatlon 

* InquL-ltiveness 

* Leadership ability 
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CATALCCING 



Efttaflpfl] aalitics toatid) 



* Heed for ActiicvcBGnt 

* Objectivity 



* OpUndsm/Positlve attitude 

* Organization 

* Patience 

* Physical endurance 

* BBBCTIfCTifill 

** SensitJv«Abou^tful 

* Bmat of fauHor 

* Sense of ethics 
* 



Attitudes B»i«t«vl t-n .Tob/Wprk/Orpanizatlcn 
Individual should demonstrate: 

•ttlUngpeoo to take/accept responsibility 
Willingness to take initiative 

willingness to respond to authority, apply and follow policy 
Desire to leam/try 
WUUagpw to fall 
Willingness to ask questions 
Desire to work to best of ability 
DeeponslvenoBS to i-lme constraints 



Attention to detail 
Wil] tagness to do clerical tasks 
Desire to follow-through 
Service orientation 
Organizational Identity 

NillingMSS to promote library and its services 

View of library as part of a larger i ntonat ion environment 

View of JlLcary as an organization 

Ability to mat broad picture 

Ability to sacrifice short-tern gains for long-term goals 

Political sense 

Curiosity 

variety of Interests 
Desire to grow personally 
Desire to grow professionally 

Desire to remain current in specific and general subject field 
Positive attitude toward job 
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ACTIVITIES 



CIRCULATION AND USER SERVICES ENTRY LEVEL 



1. Supervise daily operation of the circulation desk: 

receive requests for materials 
fulfill requests for materials 
issue r renew, receive materials 

examine resumed materials for damage, proper markings, etc. 
discharge materials 

maintain circulation files for regular and long-term loan periods 
reserve books for individual users 
follow-ip overdues 

collect overdue fines, if appropriate 

collect funds for lost materials or charge losses to the 

respective organizational departments 
maintain record of funds collected and charges assessed 
register users 
maintain registration file 

provide users with information on circulation policies and 
procedures 

place returned materials on appropriate book trucks 

forward damaged materials to the collection maintenance section 

maintain record of circulation and user statistics 

maintain temporary files cf requests for materials owned but not 

found in the collection 
maintain temporary files of requests for materials not owned by 

the library 

2. Attenpt to locate requested materials that technicians report as "not 
found an shelf • 

3. Refer uaer to interlibrary loan section to obtain materials that are 
needed before purchased copies could be received 

4. Perform circulation procedures when necessary 

5. Supervise and schedule shelving/storage of circulated materials in the 
collections 

6. Assist users in locating materials in the catalog and in the 
collection (s) 

7. Monitor use of rare, valuable, or classified materials 

8. Assist users in the operation of £-v and other equipment 

9. Supervise the distribution of new accessions lists to organizational 
staff 
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ACTIVITIES 



LATXON AND USER SERVICES ENTRY LEVEL 



10. Set up and maintain display of new books in the reading roan 

11. Supervise shelving of the current journal issues in the reading roan 

12. Supervise orderly maintenance of the reading roan (clearing tables, 
re-shelving newspapers, etc.) 

13. Handle user complaints; refer to higher level staff if appropriate 

14. Check circulation files for materials issued to departing staff; notify 
manager of circulation section of users 1 status 

15. Keep informed of current copyright legislation and its impact on 
libraries and users 

16. Conduct library business by phone, when appropriate 

17. Write memos and letters, as required 

18. Prepare manuals of procedures 

19. Make recommendations to the section manager for improvement in 
operations of the unit/section and for improvement in services to users 

20. Attend and participate in staff meetings 

21. Provide an overview of the operations of the unit/section to visitors, 
as requested 

22. Train and supervise technicians and ether paraprofessional staff 

23. Work to develop "esprit de corps" among staff supervised 

24. Assist section manager in writing job d script ions for self and for 
staff supervised 

25. Assist section manager in developing performance standards for self and 
for staff supervised 

26. Assist section manager in the review and performance evaluation of 
staff supervised 

27. Keep abreast of developments in the information field, library 
practice, or legislation th&t affects circulation and use of library 
materials 
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ACTIVITIES 



CIRCULATION AND USER SERVICES 



ENTRY LEVEL 



28. Attend professional meetings and prepare reports for dissemination to 
staff 

29. Develop professional contacts both within and outside the library 



30. Forward requests for "not found" and "not owned" materials to the 
acquisitions section 

31. Notify acquisitions section of library materials which have been lost 
by users 

32. Ensure proper posting of copyright legislation notice on all copying 
machines 

33. Conduct library orientation sessions for new organizational staff 

34. Devise tools and displays which will ease access to collections and 
motivate use 

35. Hake preliminary selection of forms and/or develop draft record formats 
for all circulation files and operations 

36. Work with inter library loan section staff and collection maintenance 
staff to develop procedures and resolve problems related to use of the 
circulation files/system for interlibrary loan purposes, for control of 
materials sent to the bindery, and for use in identifying materials for 
possible weeding 

37. Work with the collection maintenance staff to develop procedures and 
resolve problems related to the daily operation and maintenance of the 
library's security system by circulation staff 

38. Work with collection maintenance and cataloging staff members to 
recommend changes in supplies/methods for physical processing of 
library rials when current processing is inadequate 

39. Assess performance of existing equipment/systems used in circuit on 
and investigate capabilities of other equipment/systems 

40. Recommend acquisition of new/additional equipment/systems 

41. TrJLn ataff in operation and in-house maintenance of equipment/systems 



CIRCULATION AND USER SERVICES 



MID LEVEL 
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ACTIVITIES 



CIRCULATION AND USES SERVICES MID LEVEL 

42. Supervise in-house operation and maintenance of equipment/systems 
(including AV hardware) 

43. Gather information for maintenance contracts on equipment/systems 

44. Draft statements of work for contract proposals for services, systems, 
equipment anchor maintenance 

45* Evaluate contractors' proposals 

46. Train and supervise entry level staff 

47. Assist in the selection of new professional staff 

48. Write articles for professional journals/newsletters when appropriate 



CIRCULATION AND USES SERVICES SENIOR LEVEL 

49. Function as a technical expert in ie circulation section 

50. Draft procedures to expedite return of circulated materials to the 
collection (&) 

n. Hake inquiries and recommendations concerning the advertisement, 
publication, and distribution of print and non-print materials prepared 
by section staff 

52. Draft circulation procedures and policies; draft revisions as required 

53. Flowchart and document circulation procedures 

54. Assist section manager in on-going systems analysis of the section 

55. Analyze circulation statistics and prepare draft statistical reports 

56. Analyze financial cbta and prepare draft financial reports 

57. Supervise mid level staff 

58. Function as section manager in his/her absence 
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ORCULftTKW AND USER SERVICES ENTF9T LEVEL 

Baaic hmdadBS 

*** knowledge related to literacy, numeracy, comma ileal tons» etc. 
fliihlffli; 'mfflflfiftr 

* knowledge of the primary subject field of users served (e.g. , medicine, 

chemistry, law, etc.) 

* knowledge of foreign languages 

T.<hw»ry j ThfonmMfln fl^nr* RtttWlirlflf (Generic) 



* knowledge of definition, strocture, and forests of information 

* knowledge of alternative ejyosi has to the ogaenlsoJtiom of infocmation 
m knowledge of alternative atpco a c aos to retrieval of infbcmetion 

* knowledge of alternative ^ii ft vlw to infotmation amnagssent 

* knowledge of available and aafiiylmj lufoi a wl 1m technologies and their 
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* knowledge of completed and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 

** knowledge of how to learn on an ongoing basis 

knowledge of the expanding information community, its participants and 
their interrelationships (social, economic, technical, etc.) 

knowledge of the variety of work settings and their organizational 
structures 

* knowledge of the functio ns perfo rmed within the various node settings 

and the services and products offered 
** knowledge of the users of the services and prod u c t s, their rtinr*f - 
lstlcs and inforaation habits 

Kncwledge ex what work la dona 

*** knowledge of the circulation function, the ran^e of services and 

pCOdDCbew' OffSeted (bOttl aCttamml 4V)ll pOtadtJal) 

*** to* " 1 **? 0 * activit ies that m required to offer the Mnrices and 

pcpflpon the products 
** kmrledge of the various r amwo ur oe e that am isarnaenry to sqppoct the 

activities 
♦## im oi risdgpe of circulation wptotm 
*** ataowledJje of circulation aNtfaods and tednlqaee 

* knotflefjge of aarketlng techniques and public relations 
e loootdbedge of pesfocBamOoe Oanpsclbsd and hoif it can be 

** knowledge of job responsibilities and weeking conditions (e.g., range 
of duties, probable coapsnsatlon, benefits, etc.) 

48 76 



DOMUDGB 



dBCDLATION AND USER SERVICES ENTRY LEVEL 



BMalfldgfi of how to do work 

** knowledge of bow to perfora the various activities 
*** knowledge of bow to owe the circulation aysteas 
** knowledge of bow to apply the circulation asthods and techniques 

* knowled ge of petaonnel prorwlireH 

Knowledge of the organization served and library inr infennfr <»n 
center! 

* kno wledge^ of the ■! anion, goals and objectives of the organization 

** knowledge of the atroctnre of the organisation and the cola of the 
library (yt intonation canter) within the organiaation 

* knowledge of the various projects snA key personnel within the 

organisation 

*** knowledge of th e polic ies and p roce dur e s releiant to the library (or 
*** knowledge of the various reaoorces available within the library (e.g., 

wa^B^^saa^BBrfBSBBBSBBB^BaL ■ a^^A*aea^Me^MaV ^BassW.^Ba ^ 

PttaMaMLLf 6^aJ{MDCs ICCt, 

*** knowledge of the collection, and of related collectlong 



CHO1LATI0N A1"0 USER SERVICES MID LEVEL 



*** greater daptba of knowledge apedfied above 

*** knowledge of the operations of other eactlone in the library and bow 

they relate to circulation and near sendees 
** knowledge of available vendor-supplied ayataaa, aartices and prcdocta 

to e up p o r t cironlation and oaer services 
* knowledge of the contracting pcocsaa, both in general and within the 
organ! nation 

*** knowledge of evaluation sathods and techniques to evaluate ayataaa, 
eecvices and prodnpts 
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CIRCULATION AND USER SERVICES 



POMBGB 



SENIOR LEVEIi 



yiealer depths of knowledge specified above 
** knowledge of statistical description, analysis, interpretation and 



knowledge of the 




knowledge of ' 

* knowlsdgt of 

knowledge of standards, ssasnras and sathodi for evaluating 

* knowledge of alternative sanaosssnt stxuctnxes and their Jsnlicetions 

s*0&T ^llft OpvBOstAOD Of 1 fsb pucy 

* state-of-the-art knowledge of library research and practice 
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CIRCULATION AND USER SERVICES ENTRY LEVEL 



Subject knowledge 

** knowledge of the primary subject field of users served (e.g., Medicine, 
chemistry, lav, etc.) 

* knowledge of foreign languages 

r.^hrary t TnfarmaMnn Science Knowledge (Generic) 

* knowledge of definition, structure, and foraets of intonation 

* knowledge of alternative approaches to the organisation of toforuation 
** knowledge of alternative approaohaa to retrieval of information 

* knowledge of alternative a pproaches to information senagsasnt 

* knowledge of available and eserglng information technologies and their 

a pplicatio ns 

** knowledge of ooapleted and ongoing research In the field and its 
applicability to practice 

* knowledge of career opportunities 

* knowledge of how to learn on an ongoing basis 

Knowledge about information work environments 

* knowledge of the expanding information community, its participants and 

their Interrelationships (social, economic, technical, etc.) 
** knowledge of the variety of work settings and their organisational 
st r uc t ures 

** knowledge of the functions p er fo rm e d within the various work settings 
and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and information habits 

Knowledge of what work ie done 

*** knowledge of the circulation function, the range of services and 

products offered (both actual and potential) 
*** knowledge of the activities that are required to offer the services and 

produce the products 
** knowledge of the various resources that are necessary to support the 

activities 
*** knowledge of circulation systems 
*** knowledge of circulation sethodi and techniques 
** knowledge of amrketlng techniques and public relations 
** knowledge of performance trr*^*'** and how it can be measured 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable compensation, benefits, etc.) 
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CIRCULATION AND USER SERVICES ENTRY LEVEL 



Knowledge of how to do work 

* knowledge of fan* to perform the various activities 

* knowledge of bow to use the circulation systems 

* knowledge of how to apply the circulation sethods and techniques 

* knowledge of personnel procedures 

Knowledge of the organization served and lta library for information 
center) 

* knowledge of the mission, goals and objectives of the organization 



* knowledge of the structure of the organisation and the Lole of the 

library (or inforeation center) within the organisation 

* knowledge of the various projects and key personnel within the 

organization 

* knowledge of the policies and procedures relevant to the library (or 

inforsation center) 

* knowledge of the various resources available within the library (e.g., 

perso n nel, equipment, etc.) 

* knowledge of the users'' inforsation needs and requirements 

* knowledge of the collection, and of related collections 



CIRCULATION AND USER SERVICES HID LEVEL 



* greater depths of knowledge specified above 

* knowledge of Ihe operations of other sections in the library and how 

they relate to circulation and user services 

* knowledge of available vendor-supplied systems, services and products 

to support circulation and user services 

* knowledge of the contractino process, bob* in general and within the 

organization 

** knowledge of evaluation methods end techniques to ewluate systems, 
servicer end products 
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DCHLaDGE 



CIRCULATION AND USER SERVICES SENIOR LEVEL 



* greater depths of knowledge specified above 

* knowledge of statistical description, analysis, interpretation and 

* knowledge of the costs associated with library resources Materials, 

personnel, space, etc*) 

* knowledge of cost analysis and interpretation methods 

* knowledge of nethodB of resource allocation 

* knowledge of standards, ■sasnres and ■ethods for evaluating personnel 

* knowledge of alternative ssnaqeaent structures and their iapllcatians 

for the operation of the library 

* state-of ->be-art knowledge of library research and practice 
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CIRCULATION AM) USER SERVICES 



ENTRY LEVEL 



Basic: Fkills 

*** literacy, nuneracy, cognitive, analytical, coasunical tons, etc. 

Skills Related to Specific Activities 
Ability tot 

* perfora each activity 

*♦* e«*ab~ lab rapport with users and colleagues 

*** co—nicat< well by written, verbal and non-verbal aeans 

* conduce an interview 

** conduct meetings with individuals and groups 

* collect, analyse and interpret data 

* aske dacialopi and recossendal linn based on available intonation 

* supervise staff 

* work todapandantly and in groups 

** deve'iop criteria for evaluation 

Wty to: 

* sake effective, tiaely, and weU-jnforsed decisions 

* isolate and define probleas and develop the i eooaaary criteria and 

action for their solution 
** sanage tine effectively 



CIRCULATION AID USER SERVICES HID LEVEL 



Skills, Bslfltlfl to Each Specific ActVity 

*** Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organisation and not just the library 

* anticipate long-range needs of library 

* design systeas and procedures to Japrove library operations 

* arbitrate and negotiate 
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skills 



OSCULATION AND USER SERVICES SBCEOR LEVEL 



*** Skills listed above are developed to a greater extent 

Ability to: 

*** apply ■ethodo of ajrasureaent and evaluation 

*** budget and aeke projections 

*** optiaiae the use of library resouroas 
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SKILLS 



CIRCULATION AND USER SERVICES ENTRY LEVEL 

Skills Related to Specif fcartivitia 

Ability to: 

* collect* analyse and interpret data 

* Bake decisions and taooasandal linn baaed on available infonaation 
c supervise staff 

* develop criteria for evaluation 

Ability tot 

* sanage tine effectively 



CIRCULATION AND USER SERVICES HID LEVEL 



Sklllfl Related frc Each Stifle Activity 
Ability to: 

* perceive the needs of the organisation and not just the library 

* anticipate long-range needs of library 

* design syateas and procedures to iaprove library ope r a t io n s 

* arbitrate and negotiate 



CIRCULATION AND USER SERVICES SENIOR LEVEL 

Ability to: 
* optimise the use of library resources 
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CIRCULATION AND USER SERVICES 



Dispositional Attitudes 

Attitudes flouard Institutions 

*** Respect fix profeonirn 
*** Respect tot the libcaxy 
** Respect for the parent organisation 

Attitudes Howard Other People 

Touard Users 

*** inspect obbcb 
** xAk* peop le in gen ets ! 

* Lite to help people 

* Lite to sect people 

* Llkr to soke others feel comfortable 
** Sensitive to others' needs 

Ttaard Others In the Workplace 

*** Re spec t co workers 

*** Lite to nock with others/as a teas 

Like to xk on on 
** tmnnjv to dear upon and share knowledge and eaperieace with 
others 

** Supportive of oo workers 

* Eq joy asnaging/wyerviaing others 



*** Alertness 

* Msertiveness 

* Oonpassion/kindnesB 
** Oonf idsnce 

* Cheerfulness 
*** Dependability 

Deteradnatdon/Tanacity 
*** Dtplosncy 
** Beoticnal stability 

* Fairness 

** Fleadbmty/Wreatility 

* Imagination 

* Inquialt i venea o 
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CIRCULATION AND USER SERVICES 



Personal Qualities foont'd) 

* Leadership ability 

* Neatness 

* Heed foe scbievcBGnt 
** Objectivity 

** qptteifl^tositive attitude 
** Orgarisation 
** Patience 

Physical endurance 
** Resourceful 

* Sensitive/lhougbtful 
** Sense of honor 

**• Sense of ethics 
*** Tolerance 



IndiviAnl should 

*** Willingness to take/accept responsibility 

* Willingness to take initiative 

*** Willingneaff to respond to authority, apply and follow policy 
*** Desire to learnAry 

* Willingness to fall 

*** Willingness to ask questions 
*** Desire to work to bast of ability 
lawponslveness to tiae constraints 



* Willin g n es s to get hands dirty 
** Attention to detail 

* Willingness to do clerical tasks 
** Desire to followHtoough 



* Organisational .dantity 

*** Willingness to prosote library and its services 

* View of library as pait of a larger Intonation environment 

* View of library as an organisation 
**• Ability to see broad picture 

* feMlity to sacrifice start-tern gains for long-tern noals 

* Political sense 

* Curiosity 

* Variety of interests 

* Desire to grew personally 

** Dasiri to grow professionally 

** Desire to rsaain current iu specific and general subject field 
*** Positive attitude toward job 
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CIRCULATION AMD USER SERVICES 



Dispositional Attitudes 

Attitudes Toward Other People 

Toward Others in the Workplace 

* Like to votk on on 

* Ha joy , aagtag/npewriatag otters 

Personal Qualities 
* 



* Flexibility/Weraatility 

* Imagination 



* 

* Physical Endurance 

Attitudes P»1»tofl to .Tob/Work/Oroanlzation 
Individual should demonstrate: 

* Service orientation 

* View of library as pan; of a larger information environeent 

* View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice short-term gains for long-term goals 

* Political sense 

* Curiosity 

* Variety of interests 

* Desire to grow personally 
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COLLECTION MAINTENANCE 



ACTIVITIES 



ENTRY LEVEL 



Storage Maintenance 

1. Supervise orderly maintenance of shelves and storage areas 

place bookends where needed 

place unbound serial issues in boxes/holders 

perform minor shifting of sections of the collection, as needed 

replace shelf labels and location guides as needed 

2. Schedule and supervise shelf reading 

re-shelve materials found in the wrong location 
identify items in poor condition 

3. Supervise data collection to support planning for shifting the 
collection 

measure present collection by categories 
measure shelving/storage equipment capacity 

4. Supervise preparation of shelves and other storage equipment prior to 
shifting the collection 

adjust blight of shelves 

prepare shelf lables and stack quides 

Preservation of Materials 

5. Receive materials for repair, cleaning, binding *r replacement as 
identified by circulation staff 

6. Receive materials from cataloging which require repair, reinforcement, 
special containers or binding 

7. Supervise in -house treatment of materials 

repair pages 

clean pages 

reinforce bindings 

laminate book jackets and paperbacks 

pt spare containers for periodicals, AV materials, pamphlets 
make covers 

clean and repair AV materials 

6. Supervise procedures to obtain photocopies of missing pages and have 
them bound into the propei items 
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ACTIVITIES 



(DLLBCTION MAINTENANCE EOTFY LEVEL 



9. Supervise preparation of materials for binding 

prepare binding specifications for monographs selected for binding 
arrange serial issues in order and tie binding units together 
identify Incomplete volumes and notify serial records section of 

gaps; send for binding when volume is complete 
prepare binding specifications for each serial title, if not on 

file with binder 
prepare materials for shipment/pick-up 
update binding records with shipment/pick-up date 
update circulation records for materials sent to bindery 
receive materials from binder 
inspect materials for conformity to requirements 
check shipment against binder's packing slip/invoice 
update binding records with date of return 
update circulation records for materials returned from bindery 
forward invoice to proper office for payment 
maintain file of invoices and other documents related to binding 
maintain a statistical record of binding operations 

Inventory qnfl Wflfifllm 

10. Sue >rvise inventory-taking 

assign portions of the shelfist to each technician 
identify materials which are missing 

identify materials which lack shelfist cards/catalog records 
identify materials for which the descriptive cataloging does not 

match the piece in hand 
identify materials which are labeled incorrectly 
forward shelf list records for missing items to acquisitions 

section for possible replacement action 
forward materials to cataloging section which require record 

creation/correction and/or labeling correction 

11. Supervise identification of items for possible weeding 

flag library materials that have not circulated during a specified 
time period 

notify acquisitions section that selection action is needed 
remove materials that have been selected for weeding and forward 
to cataloging section for file update 

12. Maintain a statistical record of inventory-related operations and 
weeding operations 
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ACTIVITIES 



COLLECTION MAINTENANCE EMERY LEVEL 

Other 

13. Handle problems related to collection maintenance operations; refer 
problems to hitfier level staff, as appropriate 

14. Conduct library business by phone, when appropriate 

15. Write memos and letters, as required 

16. Prepare manuals of procedures 

17. Make recommendations to the section manager for improvement in 
operations of the unit/section 

18. Attend and participate in staff meetings 

19. Provide an overview of the operations of the unit/section to visitors, 
as requested 

20. Supervise technicians and other paraprofessicnal staff 

21. Work to develop "esprit de corps" among staff supervised 

22. Assist section manager in writing job descriptions for self and for 
staff supervised 

23. Assist section manager in developing performance standards for self and 
for staff supervised 

24. Assist manager in the review and performance evaluation of staff 
supervised 

25. Assist in the selection of new technicians and paraprofessionals 

26. Keep abreajt of Jevelopnents in the information fLdd, and library 
practice, binding, and storage and preservation of library materials 

27. Attend professional meetings and prepare reports for dissemination to 
staff 

29. Develop professional contacts both within and outside the library 




Activities 



OOQiBCTION MAINTENANCE MID LEVEL 

Storay Maintenance 

29. Work with senior staff to develop procedures for shifting the 
collection (s) 

30. Supervise the shifting of the collection (s) 
Preservation of Materials 

31. Supervise the proper storage and handling of classified materials 

32. Supervise the preservation treatment of rare/older materials 

33. Identify serials and other materials available on comnercially-produoed 
microforms which should be acquired for preservation purposes; request 
order action by the acquisitions section for selected titles 

34. Supervise the microfilming of selected materials for preservation 

35. Determine proper treatment of damaged materials 

36. Notify acquisitions section of material which needs replacement 

37. Gather information on contract repair and preservation treatment of 
materials 

38. Investigate the capabilities of various library security systems and 
make a recommendation for purchase 

39. Train section staff and circulation staff in the operation and 
maintenance of the library's security system 

40. Work with circulation staff to develop procedures and resolve prohlens 
related to their iaily operation and maintenance of the library's 
security system 

41. Examine library regularly for sources of moisture, fire or unauthorized 
entry 
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OXLBCnON MAINTENANCE MID LEVEL 



Binding 

42. Gather information on various binding agents: reputation, price, types 
of binding available, and average length of time materials are 
inaccessible 

43. Prepare draft binding specifications 

44. Work with serial records staff to develop procedures for creation ot 
binding records as part of the serial record 

45. Prepare draft procedures for in-house binding preparation 

46. Work with the proper fiscal office anchor contract office to develop 
procedures for processing binding invoices 

47. Work with the circulation section staff to develop procedures for use 
of the circulation system to control materials sent to the bindery, to 
identify heavily used materials, and to identify all materials which 
circulated during a specified time period 

Inventory and Weeding 

48. Work with acquisitions and cataloging section staff members to develop 
procedures to coordinate the replacement of missing materials following 
inventory and the update of cataloging records following inventory or 
weeding 

49. Work with acquisitions and circulation staff members to draft 
procedures for identifying materials which should be reviewed by 
selection staff for possible weeding 

fitter 

50. Make preliminary selection of forms anchor develop draft record formats 
for all collection maintenance files and operations 

51. Assess performance of existing equipnent/systems/supplies used in 
collection maintenance and investigate capabilities of other 
equipnent/sy stems/supplies 

52. Reoonmend acquisition of new/additional equipnent/systens/supplies 

53. Train staff in operation and in-house maintenance of equipment/systems 

54. Supervise in-house operation and maintenance of equipnent/sy stems 
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ACTIVITIES 



OCTJ BCTIOW MAINTENANCE MID LEVEL 

Other (cont'd) 

55. Gather information *br maintenance contracts on equipnent/sy stems 

56. Draft statements of u for contact proposals for services, systems, 
equipment and/or maint<nance 

57. Evaluate contractors 1 proposals 

58. Train and supervise entry level staff 

59. Assist in the selection of new professional staff 

60. Write articles for professional journals/newsletters when appropriate 

COLLECTION MAINTENANCE SENIOR LEVEL 

Storage Maintenance 

61. Work with the circulation section to identify the most heavily used 
portions of the collection and to select the type and placement of 
storage equipment and location guides which would enable users to 
access library materials more easily 

62. Work with selection staff to identify areas of anticipated l»rge growth 
in the collection (s) and to establish the average growth te for all 
areas of the collection (s) 

63. Draft a shelving plan to provide adequate space for growth of the 
collection (s) 

Preservation 

64. Identify optimum physical conditions for storing various types of 
library materials 

65. Recommend Improvements which could be made in current conditions to 
Improve preservation of library materials 

66. Draft a plan for regular vermin control In the library 

67. Draft an emergency plan for dealing with possible water and smoke 
damage to the collection (s) 
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ACTIVITIES 



COLLECTION MAINTENANCE SENIOR LEVEL 

Preservation (cont'd) 

68. Draft a policy statement concerning the preservation versus the 
replacenent of library materials 

69. Draft guidelines for staff to use in selecting materials for cleaning, 
repair, reinforcement, binding, or replacement 

70. Work with selection staff to identify materials which should be 
retained in microform for preservation 

71. Work with selection staff to identify valuable/rare materials in the 
collection which require special treatment 

Binding 

72. Evaluate the performance of the binder (s) 
Inventory and Weeding 

73. Draft procedures for conducting the inventory of the collection (s) 

74. Recommend the frequency at which inventories should be conducted 

75. Prepare a draft final report on the status of the collection (s) 
following inventory 

Other 

76. Function as a technical expert in all matters related to collection 
maintenance operations 

77. Dtaft revisions to collection maintenance policies and procedures as 
required 

78. Flowchart and document collection maintenance 

79. Assist section manager in on-going systems analysis of the section 

80. Analyze collection maintenance statistics and prepare draft statistical 
reports 

81. Analyze financial data and prepare draft financial reports on 
expenditures for collection maintenance 

82. Train and supervise mid level staff 

83. Function as section manager in his/her absence 
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COLLECTION MAINTENANCE ENTFDf LEVEL 

Bttfilfi lmr " 1<v ^ 

*** knowledge related to literacy, numeracy, commnnical Imn, etc. 
■Wart; KnnwIfflVaft 

knowledge of the primary subject field of users served (e.g., medicine, 
chemistry, law, etc.) 

** knowledge of foreign languages 

THhrnry L TnfnmaMnn jfrlfflffi KWlaty* (Generic) 

* knowledge of definition, structure, and forests of information 

* knowledge of alternative st ptonchss to the organisation of incorsation 

* knowledge of alternative agco a c ns s to retrieval of information 

* knowledge of alternative aggo ac h e s to lnforsatlon management 
knowledge of available and emerging information technologies and their 

applications 

* knowledge of completed and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 

*** knowledge of how to learn on an ongoing basis 

Knowledge »hfflit Information work environments 

* knowledge of the expanding Information community, its participants and 

their interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed witnin the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their cnaracter- 

iat lcs and Information habits 

Knowledge of what work is done 

*** knowledge of the collection maintenance function, the range of services 

and products offered (both actual and potential) 
** knowledge of the activit ies that axe required to offer the services and 

* knowledge of the various resources that arm necessary to support the 

activities 

** knowledge of collection maintenance tools and sources of information 
•* knowledge of oollsctlon maintenance methods and tectalgues 

* knowledge of performance empscted and how it can be measured 

*** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable compensation, benefits, etc.) 
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COLLECTION MAINTENANCE ENTFY LEVEL 



Khcwladge of how to do work 

** knowledge of bow to perform the various activities 

** knowledge of bow to nee the collection Maintenance tools and sources 

** knowledge of bow to apply the collection nmintenanoe methods and 

w Knowxeoge oz personnel prooeoores 

Knowledge of the organisation served and Ita library for information 
center! 

** knowledge of the mission, goals and objectives of the organisation 
served 

** knowledge of the structure of the organisation and the role of the 

library (or infonestion center) within the organisation 
* knowledge of the various projects and key personnel within the 
organisation 

*** knowledge of the policies and procedures relevant to the library (or 

lnforaation center) 
** knowledge of the various r eso ur ce s available within the library (e.g., 

personnel, eonipmsnt, etc.) 
** knowledge of the users' information needs and requirements 
*** knowledge of the collection, and of related collecticne 



COLLECTION MAINTENANCE MID LEVEL 



*** greater dapths of knowledge specified above 

*** knowledge of the operations of other sections in the library and bow 

they relate to collection Maintenance 
** knowledge of available vendor-supplied systems, services and products 

to support collection — <n»*^— 
* knowledge of the contracting process, both in general and within the 
organisation 

** touwledge of evaluation aethods and techniques to evaluate systems, 
services and products 
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(DLLBCTION MAINTENANCE SENIOR LEVEL 



greate r depths of knowledge specified above 

* knowledge of public relations tschnigoes 

* knowledge of statistical description, analysis, interpretation and 
ion 



knowledge of the costs associated with library resources Materials, 
personnel, space, etc*) 
** knowledge of cost analysis and Interpretation sstbodi 
** knowledge of ■sttodj of resource allocation 

** knowledge of sta nda r d s , ssasnree and ssthodi for evaluating p e rs onnel 
* knowledge of alternative asnagenent structures and their isplications 

for the operation of the library 
** state-of-the-art knowledge of library research and practice 
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COLLECTION MAINTENANCE ENTRY LEVEL 



Siblfigfc imfldfidas 

* knowledge of the prieaiy abject field of users served (e.g., medicine, 

chemistry, law, etc.) 

* knowledge of foreign languages 

Library & Information Science Knowledge (Generic) 

* knowledge of definition, structure, and formats of information 

* knowledge of alternative approaches to the organisation of information 

* knowledge of alternative approaches to retrieval of intonation 

* knowledge of alternative approaches to inf oraation aanagaaant 
knowledge of available and eaerging inforaation technologies and their 

applications 

* knowledge of completed and ongoing research in the field and its 

applicability to practice 
** knowledge of career opportunities 

* knowledge of how to learn on an ongoing basis 

Knowledge about information work environments 

* knowledge of the expanding inforaation coaaunity, its participants and 

their interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organisational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and information habits 

Knowledge of what work is done 

* knowledge of the collection maintenance function, the range of services 

and products offered (both actual and potential) 

* knowledge of the activities that are required to offer the services and 

produce the products 

* knowledge of the various resources that are necessary to support the 

activities 

* knowledge of collection maintenance tools and sources of information 

* knowledge of collection maintenance aethodi and techniques 

* knowledge of performance expected and how it can be measured 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable compensation, benefits, etc.) 
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COLLECTION MAINTENANCE ENTRY LEVEL 



Knowledge of how to do work 

* knowledge of how to perfom the various activities 

* knowledge of how to use the collection maintenance tools and sources 

* knowledge of bow to apply the collection saint finance Methods and 

techniques 

* knowledge of personnel procedures 

Knowledge of the organization served and Its library (or information 
center) 

* knowledge of the mission, goals and objectives of the organization 

served 

* knowledge of the structure of the organization and the role of the 

library (or information center) within the organization 

* knowledge of the various projects and key personnel within the 

organization 

* knowledge of the policies and procedures relevant to the library (or 

information canter) 

* knowledge of the various resources available within the library (e.g., 

personnel, equipment, etc.) 

* knowledge of the users' information needs and requirements 

* knowledge of the collection, and of related collections 
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COLLECTION MAINTENANCE 


MID LEVEL 


* knowledge of evaluation mett 
services and products 


lods and techniques to evaluate systems. 


COLLECTION MAINTENANCE 


SENIOR LEVEL 


* knowledge of alternative management structures and their implications 
for the operation of the library 
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O0LLBCITON MAINTENANCE ENTRY LEVEL 



Bwlc aillfl 

*** literacy, numeracy, cognitive, analytical, cor aiicatlcns, etc. 
Skills Related to Specific AcbivltieB 
Ability tot 

* perform 2Kb activity 

* owtahMffe rapport with users and colleagues 

* ccamnnloata well by written? verbal and non-verbal —ana 

* conduct an interview 

** conduct meetings with individuals and groups 

* collect, analyse and interpret data 
decisions and recomaandal Ions based on available inf oramtion 



* work independently and in groups 

* develop criteria for evaluation 

Ability to: 



* sake effective, timely, and well-infosmed dedsiors 

* isolate and define problems and deveJjp the necessary criteria and 

action for their solution 
time effectively 



COLLECTION MAINTENANCE MID LEVEL 

Skills Related to Each Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability tot 

** perceive the needs of the organisation and not just the library 
** anticipate long-range needs of library 
** design systems and procedures to improve library operations 
arbitrate an d negotiate 
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SKILLS 



COLLECTION MAINTENANCE SENIOR LEVEL 

*** fifcille listed above are developed to a greater extent 

Ability to: 

*** apply »etfaodi of ■— — I and evaluation 

*** budget and sake projections 

*** optadae the use of library resources 
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COLLECTION MAINTENANCE ENTRY LEVEL 

fikniB Related to Specific Activities 
Ability to: 

* collect, analyse and interpret data 

* sake duel gl en s and reoaaaandrt him based on available intonation 

* supervise staff 



COLLECTION MAINTENANCE MID LEVEL 



flclllB Related to Bich Specific Activity 
Ability to: 



* perceive the neete of the organisation and not just the library 

* anticipate long-range needs of library 

* d esign systeas and procedures to iaprove library operations 

* arbitrate and negotiate 



COLLECTION MAINTENANCE SENIOR LEVEL 



Ability to: 

* apply nethods of seaanreaant and evaluation 

* budget and aake projections 

* opt wise the use of library resources 
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OOLLBCTION MAINTENANCE 



Dispositional ftf.t 1 *-"*1f»T 

flttltllfl— Toward Institutions 

** Respect for profession 
** SgS the library 
* Respect for the parent organixfrMrn 

Attitudes Toward Other People 

Toward Peers 

*** ^pect mm 

* Like people in general 

* Like to help people 

* Like to meet people 

Like to make others feel comfortable 

* Sensitive to others' needs 

Toward Others In the Workplace 

*** R aaaact co wor k ers 
** Like to work with others/as a team 

* Like to work on own 

** willing— to draw upon and share knowledge and wrperlmne with 
others 

** Supportive of co-workers 

* Bn joy ssnagingy'sspervising others 



Personal fta. .ilea 

*** Alertness 

* Assertiveness 

* OcnpassionAindness 

* Confidence 

*** Dspendsbility 

* Detorai nwtion ^eBSjcltY 

* Diplomacy 

* Motional stability 



* 
* 

* 



llssibllityAvrsBtllity 
Isnginstlon 

TWSllsifrlWSttSBB 

Leadership ability 
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APTITUDES 



COLLECTION MAINTENANCE 



Personal Qualities (cont'd) 

* Need for achievement 

* Objectivity 

* O pe n aundedneas 

* OpUsies/Positive attitude 
*** Organization 

* Patience 

* Physical endurance 
** Resourceful 

* Sen^itive/lhoughtful 

* Sense of humor 

* Sense of ethics 

* TUlerance 



Attitudes Related to Job/tfork/Oroanlzation 
individual should demonstrate: 

** Willingness to take/accept responsibility 

* Willingness to take Initiative 

** Willingness to respond to authority, apply and follow policy 

* Desire to learn/try 

* Willingness to fail 

*** Willingness to ask questions 
*** Desire to work to best of ability 

* a aap o n s lv e naie to tine oonstraints 
*** Accuracy 

* Willingness to get hands d*rty 
** Attention to detail 

Willingness to do clerical tasks 
** Desire to follow-through 

* Service orientation 

* Organizational identity 

* Willingness to promote library and its services 

* View of library as part of a larger lnforsatlon environment 
** View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice short-tern gains for long-tern goals 

* Political sense 

* Cariosity 

* Variety of interests 

* Desire to grow personally 

** Desire to grow professionally 

* Desire to remain current in specific and general subject field 
*** Positive attitude toward job 
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COLLECTION MAINTENANCE 



Dtapoaltlcnal Attitudes 

Attitudes Toward Other People 

Traard Others In the Workplace 

* Lite to nock on on 

* Bn joy aenaglng/supen ling otters 

Pernonal Qualities 

* flexibility "Versatility 

* Organisation 

ftttltUflBg to .TobAfork/Qrqanlzatlon 

Individual should demonstrate: 

* service orientation 

* Organizational identity 

* View of library as part of a larger intonation environment 

* Ability to see broad picture 

* Ability to sacrifice short-ten. gains for long-ten goals 

* Political sense 
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ACTIVITIES 



DJTEHilBRAFY LOAN ENTRY LEVEL 



Interlibrary Rftrrffllm fTIJ?) 

1. Receive users' requests for obtaining material frcn other libraries 

2* Discuss cost considerations and time constraints with users 

3. Record bibliographic and user information 

4. Verify bibliographic information 

5. Determine best source for obtaining materials 

6. Determine alternate source (s) for obtaining materials as required 

7. Supervise processing of ILB requests; 

complete loan forms, including copyright compliance notice 
transmit loan requests (by phone, mail, courier, teletype, or 

ccnputer network) 
re-issue loan requests as required 
receive materials 

notify users of receipt of materials 
circulate materials to users 

update circulation/ILB files for circulated materials 
receive materials from users 
examine materials for damage, proper markings, etc. 
update circulation/HB files for returned materials 
prepare borrowed materials for mailing/delivery 
follow-up overdoes 

collect/charge overdue fines, if appropriate 
maintain record of UB statistics 

maintain reco/d of funds collected or charges assessed to 

organizational departments 
maintain files of materials obtained and not obtained on loan 

8. Perform processing of TLB requests when nececsary 

TnfcArHhrary T^nAinq fTTJ.l 

9. Receive ILL requests 

10. Examine ILL forms for copyright compliance 
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ACTIVITIES 



INTERLIBRARY LOAN 



ENTRY LEVEL 



Interlibrary Lending fOIA leant' a) 

11. Supervise processing of ILL requests: 

return ILL forms lacking proper copyright compliance notice 
determine location of material in library 
locate material in the collection 

photocopy journal articles and portions of printed materials 
prepare library materials/photocopies for mailing/delivery 
update circulation/ILL files for loaned materials 
examine returned materials for damage, proper markings, etc. 
update circulation/ILL files for returned materials 
shelve returned materials 
follow-up overdues 

collect/charge overdue fines, if appropriate 

collect funds for lost materials or receive replacement materials 

return ILL forms to originator for materials not owned/not 

available for loan 
maintain record of ILL statistics 

maintain record of funds collected or charges assessed to 

organizational departments 
maintain temporary files for ILL requests for materials owned but 

not foun.l in the collection 
maintain temporary file of ILL requests for materials not owned by 

che library 

12. Check to locate ILL requests that technicians report as "not found on 
shelf 

13. Perform processing of ILL requests when necessary 



14. Handle problems related to borrowing or lending of library materials; 
refer problems to higher level staff, as appropriate 

15. Keep informed of current copyright legislation and its impact on 
interlibrary loan 

16. Conduct library business by phone, when appropriate 

17. Write memos and letters, as required 

18. Prepare manuals of procedures 



Other 



ERIC 



79 120 



A CTIVI T IES 



INTEBLIBRARY LOAN Q7TRY LEVEL 



Other (cont'd) 

19. Make recommendations to the section manager for improvement in 
operations of the nut/section and for improvement in services to users 

20 . Attend and participate in staff meetings 

21 • Provide an overview of the operations of the unit/section to visitors, 

as requested 

22. Supervise technicians and other paraprof essicnal staff 

23. Work to develop "esprit de corps" among staff supervised 

24. Assist section manager in writing job descriptions for self and for 
staff supervised 

25. Assist section manager in developing performance standards for self and 
for staff supervised 

25. Assist manager in the review and performance evaluation of staff 
supervised 

27. Assist in the selection of new technicians and paraprof essionals 

28. Keep abreast of developments in the information field, library 
practice, or legislation that affect interlibrary borrowing and lending 

29. Attend professional meetings and prepare reports for dissemination to 
staff 

30. Develop professional contacts both within and outside the library 



INTERLIBRARY LOAN MID LEVEL 

31. forward ILL "not found 19 and "r.t owned 19 requests and TLB requests to 
acquisitions section 

32. Make preliminary selection of forms and/ot develop draft record formats 
for all interlibrary loan files and operations 

33. Work with circulation section staff to develop procedures and resolve 
problems relatea to use of the circulation files/system for 
interlibrary loan purposes 
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ACTIVITIES 



DJTEKLIBRARY LOAN MID LEVEL 



34. Assess performance of existing equipnent/systems used In interlibrary 
loan and Investigate capabilities of other equipment/systems 

35. Recommend acquisition of new/additional equipnent/systans 

36. Train staff in operation and in-house maintenance of equipment/systems 

37. Supervise in-house operation and maintenance of equipnent/systems 

38. Gather information for maintenance contracts on equipnent/sy stems 

39. Draft statements of work for contract proposals for services, systems, 
equipnent and/or maintenance 

40. Evaluate contractors' proposals 

41. Train and supervise entry level staff 

42. Assist in the selection of new professional staff 

43. Write articles for professional journals/newsletters when appropriate 



INTERLIBRAKY LOAN SENIOR LEVEL 



44. Function as a technical expert in the interlibrary loan section 

45. Work with serials control and cataloging staff to develop a serials 
holdings list 

46. Make inquiries and recommendations concerning the advertisement, 
publication, and distribution of the serials holdings list 

47. Work with reference and acquisitions staff to analyze library resources 
in the area and make recommendations concerning the degree to which 
duplication of collections should occur. Identify subject areas in 
which .resource sharing may be mutually beneficial 

48. Identify library networks/consortia which the library should consider 
joining/forming 

49. Draft ILL/ILB procedures and policies; draft revisions as required 
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ACTIVITIES 



IOTEHjIBRARY loan 



SENIOR LEVEL 



50 • Flowchart and document TLL/HB procedures 

51. Assist section manager in on-going systems analysis of the section 

52. Analyze Ul/TLB statistics and prepare draft statistical reports 

53. Analyze financial data and prepare draft financial reports 

54. Supervise mid level staff 

55. Function as section manager in his/her absence 
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INTERLIBRABY LOAN BOSS LEVEL 

Baalc 

*** knowledge related to literacy, nmatracy, cneannicatione, etc. 

fliWflr 1 - fcuadfldji 

knowledge of the primary subject field of users served (e.g., medicine, 
chemistry, law, etc.) 
* knowledge of foreign languages 

Library t iqfftrpuMnn aHancft Khcwledoe (Generic) 

knowledge of definition, structure, and forsats of taffornatlon 
knowledge of alternative approaches to the organisation of inforaation 
knowledge of alternative o raaoacha e to retrieval of inforaation 
knowledge of alternative appr o a ch es to Information Mana gemen t 
knowledge of available and emerging inforaation technologies and their 



knowledge of completed and ongoing reaearch in the field and its 

applicability to practice 
knowledge of career opportunities 
** knowledge of how to learn on an o ng o ing basis 

Knowledge ahmit information work environments 

^ Knowledge of the aajanding infoesation ammunlty, its particdranta and 
their ii&errelafclonaidrjs (social, economic, technical, etc.) 
knowledge of the variety of work settings and their organizational 
structures 

* knowleoyv of the functions performed within the various work settings 

and the services and products offered 
** knowledge of the users of the services and products, their character- 
istics and information habits 

Knowledge of what work la dona 

*** knowledge of the inter! Ihrary lo an function, the range off services and 

*** kno wledge of the activities that are required to offer the services and 

produce the products 
** toowledae of the various r eso urc e s that are neceaaary to support the 
a tt f rifr itw 

*•* knowledge of interlibrary loan tools and sources of Inf orma tion 
*** knowledge of interlibrary loan methods and techniques 
** knowledge of perforannce espacted and bow it can to measured 
*• knowledge of job reaponslbilities and working oonditlons (e.g., range 
of dotims, rentable compensation, benefits, etc.) 



PPWLH3GB 



INIEHLZBRAFY LOAN HfTOf LEVEL 



Knowledge of hew to do work 

* 

*** knowledge of bar to perfom tine various activities 
*** knovledge of bar to use the lnterlibrary loon tools and eources 
** knowledge of how to apply the interlibrary loan aetbods and techniques 

* knowledge of p e rs o n nel prooedares 

Knowledge of the organisation gerved and Hhrjiry tnr <nfonMf <nn 
center! 

* knowledge of the aisBlon, goals and objectives of the organisation 

served 

* knowledge of the structpre of the organisation and the mis of the 

library (or Infoaation center) within the organisation 
knowledge of the various pr oj ec t s and key personnel within the 

** knowledge of the policies and pro ced ur e s relevant to the library (or 

** knowledge of the various r eso ur ces available within the library (e.g., 

^^^n k ^^^nn^B^^^nwj t ..^Bw.^ ^ab^base^ ear aasnsBBBt^ansBB^Lne anananWaaaa % 

personnel, eojuipnasc, etc.) 
** knowledge of the users' infooattion needs and repjolreaents 

*** knowledge of the collection, and of related oollactions 



INTERLIBRASY LOAN MID LEVEL 



*** greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and bow 

they relate to lnterlibrary loan 
** knowledge of available vendor-supplied systsas, services and products 

to support lnterlibrary loan 
«* knowledge of the contracting process, both in general and within the 

** knowledge of evaluation aethodB and techniques to evaluate systeas, 
services and products 
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KKXUDGB 



INTERLIBRAKY LOAN 



SENIOR LEVEL 



*** greater depths of knowledge ^oci fio d above 

• knowledge of public relation s lerliilfpma 

• knowledge of statistical description, analysis, interpretation and 



•* knowledge of the costs associated with library resources Materials, 



** knowledge of cost analysis and iabogwfc atflon srtlmTi 

* knowledge of aethodi of posonroe aUooatlon 

M knowledge of standuds. Masons and nstboda for emluat tag personnel 

* tarn ledge of a llnrmHi e —so— I structures and their fapUcatlons 

for the operati on of the \ ibtsry 

* atate-o£-tbe-*rt knowledge of libcaiy p— urch and pnctio 




(; etc.) 
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KNMU9XS 



INTEKJBPARY LOAN 



ENTRJf LEVEL 



Subject knowledge 

* knowledge of the primary subject field of users served (e.g., medicine, 

chemistry, law, etc.) 

* knowledge of foreign lsngnBges 

Library i information Science Khgwledoe (Generic) 

* knowledge of d e fi n ition, structure, end forssts of infonstion 

* knowledge of alternative approaches to the ocganiaation of inf oraation 

* knowledge of alternative approaobas to retrieval of Jafonation 

^ fclaOlfX Cd jC Oaf 111 fcSflattt fapte flppCOQCftMB tSO farfOCTMlfctOfw aaaaflSQttHDfc 

* knowledge of available and aaerging inforaation technologies and their 

applications 

** knowledge of coapleted and ongoing research in the field and its 
applicability to practice 

* knowledge of career opportunities 

* knowledge of how to learn on an {ingoing basis 

Knowledge about information work environments 

* knowledge of the e mp an dl ng Infuiaal Irn ccaaunity, its participants and 

their interrelationships (social, economic, technical, etc.) 
** knowledge of the variety of work settings and their organisational 
structures 

* knowledge of toe functions performed within the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and inforaation habits 

Knowledge of what work is done 

* knowledge of the Interllbrary loan function, the range of services and 

products offered (both actual and potential) 

* knowledge of the activities that arm required to offer the services and 

** knowledge of the various resources that are necessary to support the 
activities 

* knowledge of InrorHhrary loan tools and sources of infonation 

* knowledge of interllbrary loan aathodi and toobniqnaa 

^ kftOlf IvSdajPC^ Oaf pCCefefSaafla©© WWDfttittA Mid laOlf it Oaatl bat BOBaaQK^dl 

* knowledge of job reapnnslbilities and working conditions (e.g., range 

of duties, probable co a p a n a al Inn , benefits, etc.) 
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INTERLIBRAFOf LOAN QflTO LEVEL 



BjflflflgM of htM to dc work 

* knowledge of bow to perform the various activities 

* knowledge of bar to use the interlibrary loan tools and sources 

* knowledge of bow to apply the interlibrary loan Methods and techniques 

* knowledge of personnel procedures 

Knowledge of the organization served and its library for information 

* knowledge of the mission, goals and objectives of the orga n isa t io n 



* knowledge of the structure of the organisation and the role of the 

library (or inforaation center) within the organisation 

* knowledge of the various projects and key personnel within the 

orjMT aT W tlon 

* knowledge of the policies and procedures relevant to the library (or 

* knowledge of the various resources available within the library (e.g., 

personnel, equipment, etc*) 
** knowledge of the users' lnforsation needs and requirements 

* knowledge of the collection, and of related c olla n Hflns 



INTERLIBRAFQf LOAN mid level 



* greater depths of knowledge specified above 

* knowledge of the operations of other sections in the library and how 

they relate to interlibrary loan 

* knowledge of available vendor-supplied systems, services and products 

to support interlibrary loan 

* knowledge of the contracting process, both in general and within the 

* knowledge of evaluation methods and techniques to evaluate systems, 

services and products 
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nnmiBRAFY LOAN senior level 



* greater depths of knowledge specified above 

* knowledge of public relatione techniques 

* knowledge of statistical description, analysis, interpretation and 

* knowledge of the costs associated with library resources Materials, 

persomelf space* etc*) 

* knowledge of cost analysis and interpretation aethods 

* knowledge of setfaodi of resource allocation 

* knowledge of s ta nd ar d s , MBsnrea and ssthodo for evaluating personnel 

* knowledge of alternative ssnagesent structures and their isplications 

for the operation of the library 

* state-of-the-art knowledge of library research and practice 
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SKILLS 



SfTERLIBRARY LOAN ENTRY LEVEL 



Baalc fltilla 

'** literacy, numeracy, oocpiitive, analytical, ocnnunications, etc. 
Skill* Bdatflfl to fipeeiflg Activitlefl 
Ability tot 

* perfora jBfib activity 

* estahUnh rapport with users and ooUsagu— 

* oossmioH sell by written, verbal and non-verbal seans 

* conduct an interview 

* conduct neetings with Individuals and groups 

* collect, analyse and interpret data 

* sake derisions and ism mill tons based on available inforaation 
supervise staff 

* work independently and in groups 
develop criteria for evaluation 

Ability tot 

** sake effective, tisely, and well-inf orsed dacisiflns 
** isolate and define problems and develop the necessary criteria and 
action for their solution 

* sanage tine effectively 



INTERL3RARY LOAN MID LEVEL 



fltlllfl Related to Bach Specific Activity 
•* Skills listed above are developed to a greater extent 

Ability tot 

** perceive the neede of the organisation and not just the library 

* anticipate lo n g -range neede of library 

* design systeas and procedures to improve library operations 

* arbitrate and negotiate 
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ktekjbrary loan senior level 



*** Skills listed above are developed to a greater extent 

Ability to: 

*** aR>ly aethodn of ■mm useful and evaluation 
** budget and sake projections 
*** optMdae the nee of library resources 



134 

90 



MORE VHBOB UBB Dg ORPHT 
IN IBB FOURS 



o 135 

ERIC 



skills 



DJTEELIBRARy LOAN EMERY LEVEL 

Skill » Bflatflfl to Specific Activities 
Ability to: 

* conduct neetinga with individuals and groups 

Ability to: 

* isolate and define probleas and develop the necessary criteria and 

action for their solution 



HfTEKLIBRARY LOAN MID LEVEL 

Ski] la Belated to Each Specific Activity 
Ability to: 
* arbitrate and negotiate 
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UTTEFUBRAFY LOAN 



ataPfiBitiflPal Attitudes 

Attitudes Toward Institutions 

for profession 
for the Ubcary 
for the parent organisation 

fttfnftltfM Steward Other People 



** Lite people in general 

* Lite to help people 
Like to Beet people 

* Like to make others feel comfortable 

* Sensitive to otters' 



Toward Others In the Workplace 



* Lite to sock with others/as a 

* Lite to work on own 
** Willingness to draw upon and share knowledge and experience with 



M Supportive of oo wo rk e rs 
* Bn joy ■anaging/supervlsing others 



Personal Qualities 



* Assertiveness 

** Compassion/kindness 

* Confidence 
** Cheerfulness 
** Dependability 

* D el ewl is rt lenAannclty 

* Diplomacy 

* Baotlonal stability 

* Fairness 

•* nexibmty/versatility 

* Imagination 
xnojoisitiveness 

Leadership ability 
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Bmona] unties (cont'd* 



* Need for achievement 
» (fcjectiwlty 

* Optimism/Positive attituda 

* Organisation 

* Betlance 

** Physical endurance 
*** Resourceful 
** Sensitive/Ihoughtf ul 

* Sense of humor 
** Sense of ethics 

* Tolerance 



nttltUflfifi ™»*** tP. Tn^/WQrk/Orcanlaation 
individual should demonstrate: 

** Willingness to take/accept responsibility 

* Willingness to take initiative 

** NUlingness to respond to authority, apply and follow policy 
** Desire to leamAry 

* Willingness to fail 

*** Willingness to ask qnsaticns 
*** Desire to sock to bast of ability 

* Rasponslfeness to tine constraints 
eee Accuracy 

Willingness to get hands dirty 
*** attoafcion to detail 

Willingness to do clerical tasks 
** Desire to follow-through 
** service oxlantation 

* Oroanisational Identity 

* Willingness to promote library and its services 

* View of library as pact of a larger intonation snviconasnt 
** View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice rtort-tera gains for long-torn goals 

* Political sense 
** Curiosity 

* Variety of interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to i sen In currant in specific and general subject field 
** Positive attitude toward job 
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INTERLIBRARY LOAN 



DLgpoBltional Attitude 

BttitUdea BaBld Other Pecple 
BaBld Basra 

* Like people in general 

* Lite to help people 

* Like to aeet people 

* Like to aeke others feel comfortable 

* Sensitive to others* needs 

Toward Others in the Workplace 

* to joy sanagjng/s^yerwising others 

PerBonal mialltteB 

* Assertiweness 

* Oospession^indness 

* Cheerfulness 

* Flexibility/NtersatUity 
** ftysical endurance 

attitudes Bflfltfld to JshfloxitAiLgaDizatisD 

Individual should demonstrate: 

* View of library as part of a larger intonation environment 

* View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice start-tern gains for long-term goals 

* Political sense 

* Variety of interests 

* Desire to grow personally 

* Desire to resain c urre n t in sp frl fi r and gene ra l subject field 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEVEL 
(Section Manager) 



General Adnlnifltraticn 

1. Work with library/library system director and other section/branch 
managers to formulate and/or interpret library objectives 

2. Prepare written section/branch objectives 

3. Coordinate section/branch objectives with those of other sections/ 
branches of the library system 

4. Evaluate current activities in terms of the section/branch's objectives 

5. Identify required statistics and reports 

6. Prepare final version of section's/branch's annual reports and other 
reports 

7. Supervise clerical staff who 

type correspondence t report s? etc* 
answer phones 
sort and route mail 

maintain section/branch files and records 
input and maintain payroll data 

Planning 

8. Maintain an awareness of the current and planned information and 
service needs of the user community 

9. Assess future needs and develop long-range plans 

10. Recommend new activities/programs when appropriate 
Financial Management 

11. Prepare operating and capital budgets, both short- and long-term 

12. Justify the section's/branch's budgets 

13. Control expenditures and operate within the budgets 

14. Establish financial policies and procedures in keeping with the library 
system's overall financial operations 

15. Establish costs for services, if appropriate 
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ACTIVITIES 



SENIOR LEVEL 

MANAGEMENT (Section Manager) 

Financial Management /cont'd! 

16. Supervise charging for services, if appropriate 

17. Determine the cost of in-house versus contract processing and services 

18. Supervise the deposit of any funds received 
Policies and Procedure* 

19. Review and approve/modify section/branch policies as drafted by senior 
staff 

20. Present policies to library/library system director for approval 

21. Monitor established policies and guidelines 

22. Revise policies and guidelines as required 

23. Review and approve/modify procedures recommended by staff 

mnagaMQfc »f activities 

24. Supervise overall operation of the section/branch 

25. Coordinate section/branch activities with other operations within the 
library system 

26. Supervise the establishment of work schedules to ensure adequate 
staffing of the section/branch 

27. Supervise the maintenance of adequate production levels, production 
deadlines and quality control 

28. Identify activities which could be curtailed if staff reduction and/or 
budget cuts were required 

firetanfl Analvalu and pjfjflp 

29. Perform on-going systems analysis of section/branch activities 

30. Review and approve/nodify record formats and other file design data for 
section/branch files as recommended by staff 

31. Wore with systems staff/representatives and section/branch staff to 
resolve problems with operation of automated systems, if applicable 
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Acnvr. IBs 



SENIOR LEVEL 

MMWGEMENT (Section Manager) 

Facilities. Biulnnent and Supplies, and Oontracfc fiBtZlflM 

32. Work with architects and interior designers to plan section/branch 
design and layout for new facilities 

33. Plan the rearrangement of existing facilities 

34. Select furnishings for section/branch 

35. Request maintenance of facilities as required 

36. Review and approve/modify staff reoomnendations for acquisition of 
equipment, forms, supplies and systems 

37. Recommend and support acquisition of selected items 

38. Arrange for purchase of approved items 

39. Maintain inventory listings of furnishings and equipment in section/ 
branch 

40. Review and approve/modify final draft of contract-related documentation 

41. Designate a staff member to serve as the section's/branch's technical 
representative for each contract 

42. Bwduate contractors' performance 
Personnel Management and Staff pmjflaMPt 

43. Review staffing and work loads to ensure that employees are properly 
utilized 

44. Prepare final version of job descriptions for entire staff of 
section/branch 

45. Request and justify new positions 

46. Initiate staff recruitment after staffing requests are approved 

47. Interview and select candidates for positions 

48. Ensure that new staff receive proper orientation and on-the-job 
^raining 

49. Review personnel records of staff 
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ACTIVITIES 



SENIOR LEVEL 

MANAGEMENT (Section Manager) 

Personnel Management and Staff Derelopnent (cont'd) 

50. Approve/modify performance standards as developed by staff 

51. Prepare written performance evaluations for entire staff 

52. Conduct conferences with individual staff members to discusr 
performance evaluations and other matters as appropriate 

53. Suggest ways in which individual staff members may Improve performance 
and/or become eligible for promotion 

54. Approve library-funded training for staff 

55. Prepare documentation for awards, grievance actions, separations, etc. 

56. Present awards 

57. Discipline staff as required 

58. Conduct exit interviews with staff 

59. Approve leave 

60. Approve vacation schedules 
QOBTOunicatiflDfi 

61. Conduct staff meetings 

62. Ensure that communication is maintained within the section/branch so 
that staff will know what is happening in the section/branch, the 
library system, the advisory groups, the network (s), and in the 
information world in general 

63. Establish and maintain good working relationships within the library 
system 

64. Make preliminary arrangements for cooperative efforts with other 
sections/branches 

65. Represent section/branch or designate representative (s) for joint 
projects with other areas of the library system 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEVEL 
(Section Manager) 



Market iii9 an* Pi]ffl \g RffMi™* 

66. Establish and maintain good working relationships with librarians from 
other libraries in the area 

67. Oonnunicate with other libraries regarding any difficulties associated 
with cooperative activities 

68. Join/participate in forming library networks /consortia and support 
network goals and activities 

69. Receive official visitors to the section/branch 

70. Arrange for overviews/tours of the section's/branch's operations 

71. Coordinate the production of publications/information products by 
section/branch staff 

72. Bisure that documents describing the section/branch and its policies 
and procedures are up-to-date 

73. Approve/make arrangements for advertisement, publication, and distribu- 
tion of docunents/infonnation products produced by section/branch staff 

Research and Developnent 

74. Identify problem areas related to the section's/branch's activitiio/ 
objectives which require further study 

75. Arrange for and monitor in-house or contract studies of the problem 
areas 

75. Evaluate the recommendations of the studies 
77. Implement new programs/procedures as appropriate 



ERIC 



99 



147 



ACTIVITIES 



SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 



General Adnlnigfcraticn 

1. Work with senior institutional administrators to formulate anc/or 
interpret objectives of the library/library system 

2. Supervise the preparation of written library/library system objectives 

3. Coordinate library/library system objectives with those of other 
systems within the institution 

4. fraluate current activities in terms of the library 1 s/library system's 
objectives 

5. Identify required statistics and reports 

6. Prepare final version of library's/library system's annual reports and 
other reports 

7. Supervise clerical staff who 

type correspondence, reports, etc. 
answer phones 
sort and route mail 
maintain files and records 
input and maintain payroll data 

Planning 

8. Maintain an awareness of the current and planned information and 
service needs of the user community 

9. Assess future needs and develop long-range plans 

10. Recommend new activities/programs when appropriate 
Financial HuaaflMBt 

11. Supervise the preparation of operating and capital budgets, both short- 
and long-term 

12. Justify the library's/library system's budgets to institutional admin- 
istrators 

13. Supervise expenditure control and operatation within the budgets 
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acavtties 



SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 

Financial Ifanagement foont'd) 

14. Establish financial policies and procedures in keeping with the 
institution's overall financial operations 

15. Supervise the establishment of costs for services, if appropriate 

16. Supervise charging for services, if appropriate 

17. Supervise the determination of the cost of in-house versus contract 
processing and services 

18. Supervise the deposit of funds received by the library/library system 
Policies and Procedures 

19. Review and approve/modify library/library system policies as drafted by 
senior staff 

20. Present policies to institutional administrators for concurrence 

21. Supervise the monitoring of established policies and guidelines 

22. Supervise the revision of policies and guidelines as required 

23. Review and approve/modify procedures recommended by staff 
MMMflHMQfc of Activities 

24. Supervise overall operation of the library/library system 

25. Coordinate library/library system activities with the insitution 

26. Supervise the establishment of work schedules to ensure adequate 
staffing of the library/library system 

27. Supervise the maintenance of adequate production levels, production 
deadlines and quality control 

28. Identify activities which could be curtailed if staff reduction and/or 
budget cuts were required 
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ACTIVITIES 



SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 

Systems Analysis and Design 

29. Supervise the on-going systems analysis of library/library system 
activities 

30. Review and approve/modify file design data for library/library system 
files as reccmmended by staff 

31. Supervise efforts of senior staff to resolve problems with operation of 
automated systems, if applicable 

Facilities. Equipment and Supplies, and Contract Services 

32. Select and justify locations of new facilities and collections 

33. Work with architects and interior designers to plan the overall design 
and layout for new facilities 

34. Supervise planning for rearrangement of existing facilities 

35. Supervise selection of furnishings for library facilities 

36. Supervise maintenance of facilities as required 

37. Review and approve/modify staff recommendations for acquisition of 
equipment, forms, supplies and systems 

38. Justify acquisition of selected items to institutional administrators 

39. Supervise purchase of approved items 

40. Supervise maintenance of inventory listings of furnishings and 
equipment in the library/library system 

41. Review and approve/teodify major contract documentation 

42. Supervise in-bouse management of contract activity 

43. Supervise the evaluation of contractors' performance 
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ACTIVITIES 



SENIOR LEVEL 
(Library Direct* ' 

MANAGEMENT Library System Dir otor) 



Personnel Manaoay .t and Staff Dewelopnenfc 

44. Supervise staff review of staffing and work leads to ensure that 
employees are properly utilized 

45. Review/prepare final version of job descriptions for senior staff of 
library/library system and for staff in the director's office 

46. Request and justify new positions 

47. Supervise staff recruitment after staffing requests are approved 

48. In^rview and select candidates for senior staff positions and for 
director' s staff 

49. Ensure that new itaff receive proper orientation and on-the-job 
training 

50. Review personnel records of senior and director's staff 

51. Approve/modify performance standards as developed by senior and 
director's staff 

52. Prepare written performance evaluations for sailor and director's 
staff 

53. Conduct conferences with individual members of senior and director's 
staff to discuss performance evaluations and other matters as 
appropriate 

54. Suggest, ways in which individual members of senior and director's 
staff may improve performance and/or become eligible for promotion 

55. Approve library-funded training for senior and director's staff 

56. Review/prepare documentation for awards, grievsnce action • 
separations, etc. 

57. Preset awards 

58. Discipline senior anu director's staff as required 

59. Conduct exit interviews with senior and director's staff and other 
staff, as appropriate 

60. Approve leave for senior and director's staff 

® 61. Approve vacation schedules for senior and director's staff 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEVEL 
(Library Director/ 
Library System Director) 



Ccmnunlcattong 

62. Attend staff meetings of senior institution staff as the representative 
of the library/library system 

63. Conduct staff meetings of senior and director's staff 

64. Ensure that communication is maintained within the library/library 
system so that staff will know what is happening in the library, the 
library system, the advisory groups, the network (s), and in the 
information world in geieral 

65. Establish and maintain good working relationships within the library/ 
library system and within the sponsoring institution 

66. Make preliminary arrangements for cooperative efforts with other 
libraries/library systems and/or with library/bibliographic networks 

67. Represent the library/library system or designate representative (s) for 
joint projects with other libraries/library systems and/or with 
1 J brary/bibl iographic networks 

68. Market the library/library system and its services to higher level 
institutional administrators 

69. Supervise the marketing of the library/library system and its services 
to the user community 

70. Establish and maintain good working relationships with librarians from 
other librariefl/ayst ems/networks 

71. Communicate with ether libraries/systems/networks regarding any 
difficulties associated with cooperative activities 

72. Join/participate in forming library networks/consortia and support 
network goals and activities 

73. Receive official visitors to the library/library system 

74. Supervise arrangements for overviews/tours of the library/library 
system 
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ACTIVITIES 



SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library system Director) 



Marketing and Public Relations (cont'd) 

75. Supervise the coordination of production of publicatione/infonnation 
products by library/library system 

76. Ehsure that documents describing the library/library systan and its 
policies and procedures are up-to-date 

77. A^rove/roodify/recxiiiDended arrangements for advertisement, publication, 
and distribution of documents/information products produced by 
library/library system 

Research and Developnen^ 

78. Identify anchor review prcjlem areas related to the library's/library 
system's activities/objectives which require further study 

79. Review, approve/modify in-house or contract studies of the problem 
areas 

80. Review and approve/modify evaluations by senior staff of studies' 
recommendations 

82. Approve and supervise implementation of new programs/procedures as 
appropriate 
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KWMJTOK 



MANAGEMENT SENIOR LEVEL 



*** knowledge related to literacy, nuneracy, coaaunlcal Lone, etc. 

* knowledge of the priaaxy subject field of aeers served (e.g., Medicine, 
cfaeaistry, law, etc.) 

knowledge of foreign languages 

T.<hmry l Tnfonnafcicn Science Khailedoe (Generic) 

** knowledge of definition, •tractate, end forests of lnforsaticn 
*** knowledge of alternative atiso a uh a s to the organisation of infojeation 
*** knowledge of alternative apprr aches to retrieval of ■anagenent 
inrosastion 

*** knowledge of alternative a f p aoache s to lnforsnticn ■anagenent 
*** knowledge of available and enargJng lnforsatlon tectnologies and their 
sjp nl i catlons 

** knowledge of coapleted and ongoing research in the field and its 

applicability to r ryHr* 
** knowledge of career up por t u nities 
*** knowledge of how to learn on an ongoing basis 

Khowledpa aboi* <nfftramHcn work environments 

*** knowledge of the eapanding inforsntion ooaaanity, its participants and 
their interrelaftflnshlps (social,- accncalc, technical, etc.) 

•** knowledge of the variety of work settings and their organisational 
structures 

*** knowledge of the functio ns pe rfoaead within the varlona work settings 
and the services and products offered 

•** knowledge of the ueera of the aarvices and products, their character- 
istics and inforsatlon habits 

Baadadjt ***** Mart li 

*** knowledge of the asnagessnt function, the range of services and 

products offered (bJtn ec&uel and potential) 
*** knowledge of the activities that axe reguired to offer d» services and 

p rod u ce the products 
*** knowledge of the various resources that axe necessary to support the 

activities 

*•* knowledge of aanageaant tooto and sources of Inforsstion 
*** knowledge of asnegsaant Bothnia and techniques 
*** knowledge of parrcasnoa esptifced and how ft can be asasurod 
*** Imnwledge of job responsihTliti s and working condltlona (e.g., range 
of Cutles, probable coapansatlrn, benefits, etc.) 

ERIC 106 155 



MANN2MENT 



SENIOR LEVEL 



BMMlaflM of how to do work 

** knowledge of bow to perforn tho various activities 
*** toowledge of how to use the ssnsgaaant tools and sources of aansgena nt 

*** knowledge of bar to apply the nanaijiamil nethods and tofaniqaas 
jponlofljE of pocaMODOl pcoooAuos 

* knowledge of the operations of other sections In the library and how 

thaj mil ml In — jmnil 

* knowledge of a vailable vondoi a n p pl la d syotsss, services and p rod n c t s 

to supp or t ssneganant 
** knowledge of tat contacting process, both in gananl and within the 
organisation 

*** knowledge of asalnat Inn ssthoda and technignaa to asalnati systess, 

services and rwj od s c t s 
** knowledge of pub l ic gelations teohnicjoss 

** knowledge of statistical des cripti on, analysis, interpretation and 
*** knowledge of the costs associated with library reaooroas tanterials. 



*** knowledge of cost a n alysi s and inter pr etat io n ssthoda 
*** knowledge of ssthoda of rsaonros ^^^w^t on 

*** knowledge of standards, —suae and ssthoda for ewalnating p e rs o nn el 
** knowledge of a Hom a l la w ssnsoaaant structures and chair ispllcetlons 

£oc tint cposttl^Loo off ijfaft luabcucy 
** stats o f t h e art knowledge of library rassardi and practice 

Knowledge of the organization eerved and ifca library far 4nfnrm»f Ann 
center) 

*** knowledge of the adssion, <joals and objactlwaa of the organisation 



*** knowledge of the strnctnre of the organisation and the role of the 

library (or inforsafcicn canter) within the organisation 
*** knowledge of the Taxless projects and key personnel within the 



*** knowledge of the policies and procedures relewant to the library (or 
inrorastlon center) 

*** knowledge of the various reaooroas available within the library (e.g., 

pSEamXKleUf OQDlflnWDBCf OBCa> J 

*** knowledge of the users* Inferential needs and reojoiressnta 
** knrwledge of the collection, and of related collections 



v etc.) 



served 
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ERJC 



157 



KKMLEDGE 



MANAGEMENT SENIOR LEVEL 



Subject knowledge 

* knowledge of the priaary subject field of users served (e.g., aedicine, 

chemistry, las, etc.) 

T.ihnirv | mfeaatlflP Science Knowledge (Generic) 

* knowledge of definition, structure, and forsats cf tafornatlcn 

* knowledge of alternative sfpcoachea to the organisation of inf onmtian 

* know ledge o f alternative approaches to retrieval of nanagenent 

infoiaatlon * 

** knowledge of alternative approaches to infoisstion asnajeninl 
** knowledge of available and energing inforsation technologies and their 
a n p lioatijp s 

* knowledge of conpleted and ongoing research in the field and its 

applicability to practice 

* knowledge of career «ms l n ii H fB 

* knowledge of hew to learn on an ongoing bends 

Knowledge about information work environments 

* knowledge of the eajanding inforsation oosauDity, its participants and 

their interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organisational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and inforsation habits 

Knowledge of what work is done 

* knowledge of the management function, the range of services and 

products offered (both actual and potential) 

* knowledge of the activities that are required to offer the services and 

produce the products 

* knowledge of the various resources that are necessary to support the 

activities 

* knowledge of management tools and sources of infocsntion 

* knowledge of aanagasent sethoda and techniques 

* knowledge of petrcflaance expected and bow ft can be ■ensured 

* knowledge cf job reeponsibilities and working conditions (e.g., range 

of duties, probable cospansation, benefits, etc.) 
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JHMJBX3E 



MANAGEMENT SENIOR LEVEL 



Knowledge of how to do work 

* knowledge of how to perform the various activities 

* knowledge of how to use the manageaent tools and sources of management 

intonation 

* knowledge of how to apply the nanagaaanl aothodo and techniques 

* knowledge of personnel procedures 

* knowledge of the operations of other Bectione In the library and now 

they related to aanagsMnt 

* knowledge of available vendor-supplied systems, services and products 

to support management 

* knowledge of the contracting process, both in general and within the 

organisation 

* knowledge of evaluation methods and techniques to evaluate systems, 

services and products 

* knowledge of public relations techniques 

* knowledge of statistical description, analysis. Interpretation and 

presentation 

* knowledge of the costs associated with library resources (aaterlals, 

personnel, space, etc.) 
** knowledge of cost analysis and interpretation methods 

* knowledge of methods of resource allocation 

* knowledge of standards, measures and methods for evaluating p ersonnel 

* knowledge of alternative management structures and their implications 

for the operation of the library 

* state-of-the-art knowledge of library research and pr actic e 

Knowledge of the organization served and Its library for information 
fifiQfcerJ. 

* knowledge of the mission, goals and objectives of the organisation 

served 

* knowledge of the structure of the organisation and the role of the 

library (or information center) within the organisation 

* knowledge of the various projects and key personnel within the 

organisation 

* knowledge of the policies and procedures relevant to the library (or 

information center) 

* knowledge of the various resources available within the library (e.g., 

personnel, equipment, etc.) 

* Knowledge of the users' information needs and requi r eme nt s 

* knowledge of the collection, and of related collections 
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sous 



MANAGEMENT SENIOR LEVEL 

Basic aula 

*** literacy, raeracy ( cognitive, analytical, i iumji li.nl ions, etc. 

flcillB Related to Specific Activities 

Ability to: 

* perform each activity 
*** establish rapport with jocro and c ol leagues 
*** co— icafci well by written, verbal and non-verbal 
** conduct an Interview 

*** co n d uct —Brings with individuals and groans 



*** wake daciaions and um—hhIiI turn baaed on available inf oreation 



*** work Indapendantly and in groups 
*** develop criteria for evaluation 

Ability to: 

*** sake effective, tinely, ^nd well-lnf onwad daciaicns 

*** isolate and define prcbleae and develop the necessary criteria and 

action for their solution 
*** sanage tise effectively 



Skills Belated to Each Specific Activity 
Ability to: 



*** perceive the needs of the organisation and not just the library 
*** anticipate long-range needs of library 
*e o^ssign aystsaa and procedures to isprove library ope rations 
*** arbitinte and nsgotinba 
*** apply Bethoos of aessnrenent and evaluation 
*** budget and sake projections 
*** optadse the use of library resources 
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jh ibb none 
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SKILLS 



MANAGEMENT SENIOR LEVEL 

Skills Related to Specific Activities 
Ability to: 

* mage tiae effectively 

Skills Relate d to Each Specific Act'vitv 
Ability to: 

* peer dve the needs of the organization and not just the library 

* anticipate long-range needs of library 
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MWTIODBS 



ERIC 



MANAGEMENT 



Attitudes Toward IflfititUtiflDfi 



for profession 
Repect for the Library 

for the parent organisation 



Attitudes Toward Other People 
Toward naera 



* Like people in general 

* Like to hsjp people 

* Like to neet people 

Like to bakc others feel comfortable 

* Sensitive to others' needs 

Toward Others In the Wnrkplane 



*** Like to work with others/as a 
** Like to work on own 
*** miUn g MM to draw upon and share knowledge and experience with 



*** Supportive of co-workers 

*** B* joy aenaging/supervlsing others 



Personal Oualitien 



*** Assert! 
* 



* Cheerfulness 



** Pfcperfcbility 
** Doberaiaatlon/tanaclty 



«* national stability 
*** Fairness 

*** *l*albmty/fersetility 



** Ingjuialtis 
*** Leadership aht -Ity 
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JOTIODES 



MANBGEMEMT 



Personal ftialltiaa foont'd) 

* Neatness 

** Had for 111 i in nil 
*** Objectivity 
*** Opep-atotWy noo 

** Optimisa/fcositive attitude 
*** Organisation 

* Patience 

* Physical endurance 
** Resourceful 

* SenaitlTe/lfaoii^itful 

* Sense of humor 
*** sense of ethics 

•* Tolerance 



attitudes -r^b/Wtork/Qroanization 

Individual should demonstrate: 

*** Wlllingoeos to take/accept reepcnsibility 
*** Willingness to take Initiative 

* Willingness to respond to authority, apply and follow policy 
** Deal** to laamAry 

•* WillingDeac to fail 
*** willingness to ask questions 
•** Desire to sock to bast of ability 

** Responsiveness to time oonstrainta 
*** Accuracy 

* finingnwss to get bands Hrty 
attention to dstail 

*** Desire to follo¥ through 

* flute ioa orientation 
*** Organisational identity 

*** mUngnssa to promote library and its services 

*** View of library as part of a larger lnf orsation environment 

*** Vies of library as an organisation 

*** Ability to ssa broad picture 

*** Ability to sacrifice short-term gains for long-term goals 
*** Political rum* 

* Curiosity 

* *fczisty of inbarssts 

* Desire bo grew personally 
*** Desire to grew pctiessionally 

*** Desire to remain current in specific and general subject field 
*** Positive attitude tosard job 
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unmans 



MANAGEMENT 



fflffnosiHonal Attitudes 

Attitudes 'Toward Other People 

Toward Pare 

* Like to help people 

* Like to Met people 



Personal Qualities 



* 

* Flexibility/Versatility 

* Imagination 

* Leadership ability 

* Physical endurance 

* Sense of honor 

Attitudes Belated to JohAfork/Organlzatl jn 
Individual should demonstrate: 

* Organisational identity 

* Willingness to promote library and its services 

* View of library as part of a larger lnf orsatlon environoent 

* Ability to see broad picture 

* Political sense 

* variety of interests 

* Desire to grow personally 

* Positive attitude toward job 
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ACTIVITIES 



RHERENCE BURY LEVEL 

Solicited Searches 

1* Interview users to evaluate information requirements, and determine 
budgetary and time constraints, etc. 

2. Counsel clients on specifying information requirements 

3. Develop and implement strategy for obtaining, evaluating, and packaging 
information and data to meet users 9 needs 

4. Select search methods (e.g., online and/or manual) 

5. Determine appropriate source (e.g., databases, printed publications, 
experts, etc.) 

6. Conduct searches, using proper subject terms for sources selected 

7. Review retrieval output for relevancy 

8. Provide information for users in the form of references or sourer, 
& "uments 

9. Translate titles and abstracts 

10. Refer users to hicfier-level reference staff, as appropriate 

11. Refer users to other information services, as appropriate 
Oiflollcited Searches 

12. Perform online searches according to SDH profiles. 
Other 

13. Answer read/ reference questions 

14. Instruct users in reference methods, sources, services and policies 

15. Alert users to non-print and in-house developed sources of information 

16. Perform bibliographic verification as required 

17. Recommend acquisition of materials for the reference and general 
collections 

18. Recommend materials/data for inclusion in reference source files 
(vertical file; in-house indexes) 
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MxlvitiES 



REFERENCE ENTRY LEVEL 



Other fccnt'd) 

19. Supervise orderly maintenance of the reference room and re-shelving/ 
re-filing of reference materials 

20. Maintain a record of reference seaching statistics 

21. Maintain a record of financial cbta (funds received|/charged to organi- 
zational depatments in payment for computerized retrieval, packaged 
literature searches and other products, or services for which charging 
may be authorized) 

22. Conduct library business by phone, when appropriate 

23. Write memos and letters, as required 

74. Prepare an information package for users to describe reference services 
and policies 

25. Prepare manuals of procedures 

26. Make recommendations to the section manager for improvement in 
operations of the section and for improvenent in services to users 

27. Attend and participate in staff meetings 

28. Provide an overview of the operations of the unit/section to visitors, 
as requested 

29. Supervise technicians and other paraprofessicnal staff 

30. Work to develop "esprit de corps" among staff sup sed 

31. Assist section manager in vrit.jig job descriptions for self and for 
staff supervised 

32. Assist section manager in developing performance standards for self and 
for staff supervised 

33. Assist manager in the review and performance evaluation of staff 
supervised 

34. Assist in the selection of new technicians and paraprofeesionals 

35. Keep abreast of new and changing reference sources, services and tools 
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ACTIVITIES 



REFERENCE 



BUSY LEVEL 



Other leant* a) 

36. Keep abreast of new end developing technologies applicable to reference 
searching 

37. Attend professional meetings and prepare reports for dissemination to 
staff 

38. Develop professional contacts both within and outside the library 



REFERENCE MID LEVEL 

Solicited Searches 

39. Perform more complex searches 

40. Provide additional information for users (e.g. in the form of critical 
annotations, abstracts, analytical reports, etc.) 

niBOllcited Searches 

41. Assist in developing broad-scope, published literature searches with 
executive analyses, resulting from anticipation and recognition of 
other information needs 

42. Identify topics and develop search strategies 

43. Conduct searches 

44. Evaluate search results 

45. Prepare searches for publication 

46. Distribute published literature searches 
Other 

47. Work with users to develop SDL profiles 

48. Interact with users to suggest changes in SDI profiles 

49. Supervise the maintenance of the file of SDI profiles 

50. Organize and maintain reference source files (vertical file, in-house 



indexes) 



ERIC 




ACTIVITIES 



REFERENCE MID LEVEL 

Other Cont'd) 

51. Inform organizational staff of books and articles related to their 
interests 

52. Schedule and supervise shelf reading of the reference collection 

53. Make preliminary selection of forms anchor develop draft record formats 
for all reference files and operations 

54. Identify and evaluate commercially available information services 

55. Assess performance of existing equipnent/systems/services used in 
reference and investigate capabilities of other equipment/systems/ 
services 

56. Reccnmend acquisition of new/additional equipnent/sy stems/services 

57. Train staff in operation and in-house maintenance of equipnent/systems/ 
services 

58. Supervise in-house operation and maintenance of er^ipnent/systems/ 
services 

59. Gather information for maintenance contracts on equipnent/sy stems 

60. Dra^t statements of work for contract proposals for services, systems, 
equipnent anchor maintenance 

61. Evaluate contractc s f proposals 

62. Train and supervise entry level staff 

63. Assist in the selection of new professional staff 

64. Write articles for professional journals/newsletters when appropriate 



REFERENCE SENIOR LEVEL 

Solicited Searches 

65. Review solicited searches performed by others and suggest additional 
seaich strategies as appropriate 

66. Refer users to subject experts as appropriate 
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ACTIVITIES 



REFERENCE SENIOR LEVEL 

nifiollcifced fiamfaflB 

67. Review unsolicited searches performed by others and suggest additional 
search strategies as appropriate 

68. Prepare executive analyses for published searches 

69. Arrange for publication 

70. Develop a public relations strategy for marketing the publication 

71. Develop distribution list 

72. Develop announcement of publication 
Other 

73. Function as a technical expert in all natters relating to reference 
service 

74. Interact with colleagues and subject experts in identifying unrecorded/ 
un indexed sources of information and data, and report to staff 

75. Review and weeC the reference collection on a regular basis 

76. Review and weed reference source files on a regular basis 

77. Work with interlibrary loan and selection staff members to analyze 
library resources in the area and to make recommendations concerning 
the degree to which duplication of reference collections should occur 

78. Work with selection staff to compile lists of reference books and 
standard works which comprise a basic collection In each major subject 
area. New editions of these materials are acquired when published 

79. Work with selection staff to select materials for a small collection to 
support organizational staff who may be located in a remote facility 

80. Draft reference service procedures and policies; draft revisions as 
required 

81. Flowchart and document reference service procedures 

82. Assist section manager In on-going systems analysis of the section 

83. Analyze statistics and prepare draft statistical reports 
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ACTIVITIES 



REFERENCE SENIOR LEVEL 

Other fcont'd) 

84. Develop charging strategies 

85. Analyze financial data and prepare draft financial reports 

86. Handle deposit of funds/assessment of charges 

87. Supervise mid level staff 

88. Function as section manager in his/her absence 
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KHOMJDGE 



REFERENCE ENTRf LEVEL 



Baaifi kn owledge 

*** toowledgr related to literacy, nuneracy, ooasunlcal linn, etc. 
fliifriflrt Kmrnltiflgft 

* knowledge of the priaary subject field of users served (e.g., sedicine, 

* knowledge of foreign languages 

T.ihrary & TnfftmaHnn qplflnfift Ifrfflrlflflgf (Generic) 

*** knowledge of definition, structure, and fonets of inforsatim 

* knowledge of alternative approaches to the organisation of infonsticn 
** knowledge of alternative a^u a c he a to retrieval of intonation 

* knowledge of alternative approaches to infonation sansgsaant 

* knowledge of available and aaarging infbraation technologies and their 

sjB Pi icatlons 

* knowledge of oospleted and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 

*"* knowledge of how to learn on an ongoing basis 

Knowledge qfr*^ InfftmaHm «r>rk environments 

* knowledge of the expanding infonation ooaaunity, its participants and 

their interrelationhips (social, economic, technical, etc.) 
knowledge of the variety of work settings and their organisational 

* knowledge of toe fmctlons perfonad within toe various work settings 

and the services and products offered 
** knowledge of the users of toe services and products, their character- 
istics and jjifonation habits 

ttiwleflge of what work is done 

*** knowledge of the r e fere nce function, the range of services and products 

ouifex 1 (both actual and potential) 
*** knoaledge of the activities that are required to offer the services and 

* * kncwjedge of the various resources that are necessary to support the 

activities 

*** knoK^'vIga of reference/referral tools and sources of Infonation 
*** knowlrfge of reference/referral nathods and terhnignes 
•* kncvledge of pvrf onanca enacted and tow it can be asasured 
** tomrledge of job reaponalbilities am working conditions (e.g., range 
of duties, probable coapeneationr benefits, etc •) 
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KNOHUDGE 



REFERENCE 



ENIRY LEVEL 



Khfflflflfaf pf how to do work 

*** knowledge of bow to perfom the various activities 
*** taovledge of how to ass tbe reference/ieferral and other sources 
*** knowledge eff bar to apply the referenos/referral ssthods and techniques 
knowledge of p e rs onnel procedures 

Knowledge of the organisation served and ita library for information 
flBDtfiCl 

** knowledge of the mission, goals and objectives of tbe organisation 
served 

** knowledge of tbe stroctnre of the organisation and the role of tbe 

library (or intbrseticn center) within tte organisation 
* knowledge of tbe various projects and key personnel within tbe 
organisation 

** knowledge of tbe policies and p roced ur e s relevant to tbe library (or 

Infionwjtion center) 
** knowledge of tte various r eso ur ces available wit i tbe library (e.g., 

personnel* egulpsent, etc*) 
*** knowledge of tbe users' inforsation needs and reanirssenl o 
♦** knowledge of tbe collection, and of related collections 



REFERENCE MID LEVEL 



*** greater depths of knowledge specified above 

knowledge of tbe operations of other sections In the library and how 
they taints to reference 
*** knowledge of a vailable vanabr-supplied systess, services end products 
to suppo r t.' refe r ence 
* knowledge of tte contracting process, both in general and within tbe 
organisation l w* 

** knowledge of evajptlon nethods and tscfanlqnes to evaluate systess, 

^■m^BSk^wsvssvssn ^ant^Bnwanm Va^awSBnt^Bar svsaksast^BL^BaV sa^aasW aflaj 

services ana products 
** knowledge of public relations techniques 
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PDHLH3GE 



REFERENCE SENIOR LEVEL 



greater * *hs of knowledge specified above 

knowledge of statistical description, analysis, interpretation &iid 



*** knowledge of the costs sssociated with library resources Caaterials, 

pe r so n nel, apace, etc*) 
** knowledge of cost analysis and interpretation nathodi 
*** knowledge of sataodi of resource allocation 

*** knowledge of standards, wires and aet^^Sa for air lusting p er s onnel 
** knowledge of zltexnative senegas** Aructsiv* and their indications 

for the wpecatlon of the library 
*** state of --je-*rt knowledge of library res earch and practice 
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BNRILH3GB 



REFERENCE ENTRY LEVEL 



Basic knowledge 

* knowledge related to literacy, numeracy, Donnunlcations, etc. 

Subject knowledge 

* knovledr* of tine prianry subject field of users served (e.g., aadicine, 

cbawstry, law, etc.) 

* knowledge of foreign languages 

Library & Information Scii^je Knowledge (Ga.eric) 

* knowledge of definition, structure, and fonw*ts of infon. iion 

* knowledge of alternative approaches to the organisation of inforaation 
** knowledge of alternative approaches to retrieval of infojomtion 

** knowledge of alternative approaches to Inforaation aanageMnt 
*** knowledge of available and eaargtog inforaation technologies and their 
app l loations 

** knowledge of coapleted and ongoing research in the field and its 

applicability to practice 
** knowledge of career opportunities 
** knowledge of how to learn on an ongoing basis 

Knowledge ab out information work environments 

* knowledge of the expanding info^antion coaaunity, its participants and 

their interrelationships (social, econoaic, tech. leal, etc.) 

* knowledge of the variety of work settings and th**r organisational 

structures 

** knowledge of the functions performed within the various work settings 
and the services and products offered 

** knowledge of the users of the services and products, their character- 
istics and inforaation habits 

Kri<»le6y ? e of what work is done 

* knowledge of the reference function, the range of services and products 

oCtfctecod (botti flctUaO flufl POfctwrtAttj ) 
■ s knowledge of the activities that are required to offer the services end 

pcoduofc ttofc prodattctfl 
** kuowledge of the various resources t>*t are necessary to support the 
activities 

* knowledge of reference/referral tools and sources of inforaation 
- knowledge of reference/referral aethods and techniques 

* knowledge of pm foraanoe espeote d and how it can be asa sured 

* knowledge ft job responsibilities and working conditions (e.g., range 

of duties, probable cor sosaticp, benefits, etc.) 
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KKMJSXX 



REFERENCE ENTRY LEVEL 



Knowledge of ha* to do work 

* kcowledgt of how to perfora the various activities 

* knowledge of bow to use the reference/referral and other sources 

* knowledge of how to apply the reference/referral sethods and techniques 

* knowledge of personnel procedures 

Knowledge of thf> organization served and its library for information 
center) 

* knowledge of the eission, goals and objectives of the organization 

served 

* knowledge of the structure of the organization and the role of the 

library (or intonation center) within the organisation 
** knowledge of the various projects and key personnel within the 
organisation 

* knowledge of the policies and procedures relevant to the librszj (or 

inforaation center) 

* knowledge of the various resources available within the library (e.g., 

personnel^ eojuipzent r etc*) 
** knowledge of the users' lnfouantion needs and xfty 1 1 1 osenta 

* knowledge of the collection, and of related collections 



REFERENCE HID LEVEL 



* greater depths of knowledge specified above 

* knowledge of the operations of other sections In the library and how 

they relate to r e fe r e nce 
** knowledge of available vendor-supplied systaas, services and products 
to support reference 

* knowledge of the contracting process, both In general and within &e 

organization 

** knowledge of evaluation eathoda and techniques to evaluate systms, 

services and products 
** knowledge of public relations techniques 
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REFERENCE SENIOR LEVEL 



* greater depths of knowledge specified above 

** knowledge of statistical description, analysis, interpretation and 
presentation 

* knowledge of the costs associated with library resources (saterials, 

personnel, space, etc.) 

* knowledge of cost analysis and interpretation ssthodB 

* knowledge of setbods of resource allocation 

* knowledge of standnrdB, Measures and sathodi for evaluating personnel 

* knowledge of alternative ssnagspent structures and their Jsf&taatlons 

for tbr> operation of the library 

* state-of-the-art knowledge of library r e se arch and practice 
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REFERENCE 



ENTRY LEVEL 



Bagic Skills 

*** literacy, nunetacy, cognitive, analytical, conaunli art tons, etc. 

Skills Related to Specific Activities 
Ability tot 

* perfect each activity 

** entahllnh rapport with users and ccUaagnaa 
*** in— inli nl i well by written, verbal and ncn--vertal neane 
** co n d u c t an interview 

* conduct Beatings with individuals and groups 

* collect, analyse and interpret data 



* supervise staff 

^ node atadtepcoflBPfcJy 3udl Id ^coopo 

* develop criteria for evaluation 

Ability to: 

** anke effective, tlsjely, and weU-inf oraed deciaions 

* and drflnft piTfiliaai — develop the necessary criteria and 
action for their solution 

** za >ge tine effectively 



REFERENCE MIL LEVEL 



Skills Related to Each Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability to* 

** perceive the needs of the organisation and not just the library 
** anticipate long-range needs of library 
** design systaac and proceduros to iaprove library operations 
arbitrate and negotiate 



deciaions 




based on available inf oraation 
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SKUAS 



RHT2RENCE SENIOR LEVEL 

*** Skills listed above are developed to a greater extent 

Ability to: 

*** apply selhoda of aaasareaant am 

** budget and sake projection 
*** opt false tb» use of library l eso m ces 
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skills 



REFERENCE ENTRY LEVEL 

Basic Skills 

* literacy, raeracy, cognitive, analytical, ccBaunlcetions, etc. 

Skills Related to Specific Activities 
Ability to: 

* oaasnnlcaU well by written, verbal and ncneverbal seans 



* 

* conduct asatiagi with Individuals and groups 

* collect, analyse and interpret data 

* develop criteria for evaluation 

Ability to: 

* sake effective, tisely, and well-inf orsed decisions 

* isolate and define probless and develop the* necessary criteri and 

action for their solution 



REFERENCE MID LEVEL 

Skills Related to Each Specific Activity 
Ability to: 

* perceive the n ee d s of the organisation and not just the library 

* anticipate long-range needs c* library 

REFERENCE SENIOR LEVEL 



Ability to: 

* apply — thoda of saasnraaant and evaluation 

* budget and sake projections 

* optiaise the use of library resources 
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REFERENCE 



Dispositional Attitudes 

Attitudes Toward Institutions 

*** Rtcpart for prof woolen 
** Respect for the library 
** Reaped for the parent organization 

Aj;t1t.wiffR Tnmr A ot ' h * >r v°rtf* 

Howard Users 

*** Raspacl users 
** Like people in general 
*** Lite to help people 

* Like to Beet people 

* Like to ante others feel ooaf ortable 

* Sensitive to others' needs 

Toward Others in tne Workplace 

*** R e a pec t co workers 

* Like to work with others/as a team 

* Like to work on own 

** Willingness to draw upon and share knowledge and experience with 
others 

** Supportive of co-workers 

* Enjoy managing/supervising others 



Personal Qualities 

*** Alertness 

* Assertiveness 

* Ccnpassion/KinchesB 
** Oonf ldence 

* Cheerfulness 
*** Dependability 

** psj eradnel loa/ ^anactof 

** Dlploaacy 

** J^otional stability 

* tidiness 

** Flezlbmty/Veraatility 
*** Imagination 
** Jnojaisitivenass 

Leadership ability 
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REFERENCE 



PerMnal ttnlitifis temtlfl) 



* NMd for acfaievuBBiL 
** Objectivity 

* Open-aundadness 

* OpHaiwn/Posltlve attitude 
** Organization 

* Patience 

* Riysical endurance 
*** Beaouxoeful 

* Sensitive/thoughtful 

* Sanaa of buaor 
** Sanaa of ethics 

* Tolerance 



tttitlltifffi BBlfltfid fo -Tob/Work/Oryanizatlon 

Individual should demonstrate: 

*** Willingness to take/accept responsibility 
** Willingness to take initiative 

* Willingness to reepond to authority, apply and follow policy 
*** Desire to learn/try 

* willingness to fall 

*** willingness to ask questions 
*** Desire to work to best of ability 
** RaaponsivenesB to tine constraints 
*** Accuracy 

* Willingness to get banda dirty 
** Attention to detail 

Willingness to do clerical tasks 
** Desire to follow-through 
*** Service orientation 

* Organisational identity 

** Willingness to ptonote library and its services 

** View of library as part of a larger inforaation environeent 

** View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice short-term gains for lonyj-term qoals 

* Political sense 
** Curiosity 

* ferlsty of intc As 

* Desire to grow personally 

** Desire to grow professionally 

** Dasire to reaain current in specific and general subject field 
*** Positive attitude toward job 
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REFERENCE 



Dispositional Attitudes 

xttitudes Toward Institutions 

* ncnpgrt for the parent organization 
Attitudes Toward Other People 

Toward Peers 

• * Like children 

* Like to help people 

* Like to Met people 

* Like to sake others feel ooafortable 

* Sensitive to others' needs 

Toward Others in the Workplace 

* eh joy Managing/supervising others 

Personal Qualities 

* Fairness 

* Optinisn/Poeitive attitude 
BttltUdea BClfltgd to Tob/Work/Oroanlzation 
Individual should demonstrate: 

* Willingness to do clerical tasks 

* Service orientation 

* Organisational identity 

* Willingness to proaote llbriry and its services 

* vlav of library as part of a larger informtion environment 

* Ability to see broad picture 

* Variety of interests 

* Desire to tpm personally 

* Desire to sain current in specific and general subject field 
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SPECIAL LIBRARIAN COfffETHOES 
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ACTIVITIES 



SERIALS CONTROL ENTRY LEVEL 



Verlficatlan and Ordering 

1. Receive citations for selec u serials/numbered series from the 
acquisitions section 

2. Receive citations front organization staff for office copy subscriptions 

3. Receive issues/parts of serials/cumbered series front the acquisitions 
section which were received on approval, as gifts, etc. 

4. Develop a working knowledge of the library's collection development 
policies and guidelines 

5. Refer questionable citations/items to supervisor for selection review 

6. Determine source of procurement for each title ordered (jobber, direct, 
gift, exchange, etc.) 

7. Supervise ordering of serials/numbered series: 

verify and locate additional bibliographic data as required; refer 

problems to supervisor 
search serial records to determine if title is already on order 
for older materials/citations, search library's catalog (s) to 

determine if entire series is in the collection already 
prepare serial records for titles to be ordered 
prepare subscription orders, including the proper "ship 

addresses for office copies 
prepare purchase orders, if required 
prepare order documentation for mailing 

forward order documentation to the acquisitions section for fiscal 

control and mailing 
claim outstanding orders (no issues received) 
claim missing issues 
cancel orders, as required 
re-issue orders to different sources as required 
order replacement copies of damaged/lost issues 
process renewals 

maintain a statistical record of ordering operations 

8. Search for trade and non-trade bibliographic information that techni- 
cians are unable to locate; refer problems to higher level staff, as 
appropriate 
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ACTIVITIES 



SERIALS CONTROL ENTRY LEVEL 



Receipt Profffffififn? ^ 

9. Supervise receipt processing of serials/numbered series: 

sort incoming items, if appropriate 

search serials file to locate the records 

update records with receipt of individual issues/fa unbers/parts 

flag records for gap filling 

record/affix locator data on each piece (classification number, 

special collection symbol, etc.) 
mark materials with the library's identification 
affix security labels 

place issues in special binders, if appropriate 

affix routing slips or photocopy tables of contents and send to 

proper staff, if appropriate 
place new serial titles on the appropriate truck for delivery to 

the cataloging section 
place items which have title changes on the truck for cataloging 
place new issues for the reading room on the appropriate truck 
place issues for the stacks on the appropriate trucks 
deliver trucks to proper locations 

annotate receipt on packing slips/invoice copies, if received, and 

forward to the acquisitions section 
annotate packing slips/invoice copies for damaged/imperfect or 

'Jiwanted hardbound series; forward documentation and pieces 

to the acquisitions section for processing 
place surplus materials in specified area to await proper disposal 

by the acquisitions section 
maintain record of receipt processing statistics 

10. Assign processing priorities to new serial titles and to other series 
requiring tpdate of cataloging records 

File Maintenance 

11. Supervise creation and maintenance of serial records: 

input records for library and office copies ordered 
update records with data re: cancellations, reissues, claims, and 
gap filling 

update records with shelving location data for newly-cataloged 
titles 

update records with data re: change in frequency, change of title, 
change in publisher, cessation, change of Aelving location, 
change in addressee for routing piece/table of contents 



196 

134 



ACTIVITIES 
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SERIALS CONTROL ENTRY LEVEL 

File Maintenance 

11. Supervise creation and maintenance of serial records (cont'd): 

input new records for newly changed titles 

update records with binding control data if serial records are 
automated 

input cross reference records &s required 

remove records f ran the active file when appropriate 

delete records when appropriate 

maintain statistical records of file creation and maintenance 
operations 

12. Supervise the forwarding of correspondence ret cessation/canpleticn of 
series to the cataloging section following maintenance of serial 
records 

Other 

13. Handle problems related to ordering and receipt processing of serials/ 
numbered series and to overall maintenance of the serial records} refer 
problems to higher level staff, as appropriate 

14. Conduct library business by phone, when appropriate 

15. Write memos and letters, as required 

16. Prepare manuals of procedures 

17. Make recommendations to the section manager for improvement in 
operations of the unit/section 

18. Attend and participate in staff meetings 

19. Provide an overview of the operations of the unit/section to visitors, 
as requested 

20. Supervise technicians and other paraprofessional staff 

21. Work to develop "esprit de corps" among staff supervised 

22. Assist section manager in writing job descriptions for self and for 
staff supervised 

23. Assist section manager in developing performance standards for self and 
for staff supervised 
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ACTIVITIES 



SERIALS CONTROL 



ENTRY LEVEL 



Other fcont'd) 

24. Assist manager In the review and performance evaluation of staff 
supervised 

25. Assist in the selection of new technicians and paraprofessionals 

26. Keep abreast of developments in the information field, library 
practice, or legislation that affect library processing and control of 
serials/numbered series 

27. Attend professional meetings and prepare reports for dissemination to 
staff 

28. Develop professional contacts both within and outside the library 



SERIALS CONTROL MID LEVEL 



Verification and Ordering 

29. Develop procedures for the verification and ordering of serials/ 
numbered series 

30. Supervise the maintenance of an address file of procurement sources for 
serials 

31. Draft form letters for ordering serials, claiming/cancelling orders, 
claiming missing issues, ordering lost/damaged issues, etc. 

32. Work with the acquisitions section to schedule purchases of serials in 
order to operate within the budget 

33. Work with the acquistions section to develop procedures for the 
handling of the final steps in serials ordering and invoice processing 

34. Identify sources for filling gaps when the required issues are unavail- 
able from the publishers 

35. Coordinate gap filling as gaps are reported by collection maintenance 
staff as part of binding preparation and inventory operations 
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ACTIVITIES 



SERIALS CDNIKXi HID LEVEL 



EBQBifi^Ecfices&iog 

36. Develop procedures for receipt processing of serials/nunbered series 

File HajataapgB 

37. Develop procedures for maintenance of the serial records 

39. Make preliminary selection of forms anchor develop draft record formats 
for all aerial record files 

39. Work with collection maintenance staff to develop procedures and record 
formats for including binding control data in automated serial records 

Fiscal Control 

40 • Together with the acquisitions section, work with the contract and/or 
purchasing department (s) of the parent organization to identify unique 
requirenents and develop draft procedures for purchasing serials and 
services (e.g., open ended subscriptions, dealer dieck-in) 

41. Work with the acquisitions section to develop procedures for proper 
packing slip/invoice handling and receipt certification by serial 
records staff 

42. Assist acquisitions section in resolving any problems related to 
payment for serials 

43. Remain aware of the expenditures and balances in the serials 
accotnt(s); notify the section manager of situations which may require 
special action 

44. Project budget requirements for purchasing serials for the new fiscal 
year 

Other 

45. Assess performance of existing equipment/systems used in serial records 
and investigate capabilities of other equipnent/systems 

46. Reooomend acquisition of new/additional equipment/systems 

47. Train staff in operation and in-house maintenance of equipnent/systems 

48. Supervise in-house operation and maintenance of equipnent/eystens 

49. Gather information for maintenance contracts on equipnent/systems 
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ACTIVITIES 



SERIALS CDNHECL MID LEVEL 

Other (cont'd) 

50. Draft statements of work for contract proposals for services, systems, 
equipment anchor maintenance 

51. Evaluate contractors' proposals 

52. Train and supervise entry level staff 

53. Assist in the selection of new professional staff 

54. Write articles for professional journals/newsletters when appropriate 



SERIALS CONTROL SENIOR LEVEL 



Selection 

55. Review items identified by scaff as being of questionable suitability 
for the collection; concur with the selections and/or refer the 
remaining questionable items to senior acquisitions staff for review 

56. Work with senior acquisitions staff to formulate draft selection 
policies for serials/nunbered series 

57. Work with senior acquisitions staff to prepare draft selection 
guidelines for serials/nunbered series to be ut^d ty selection staff as 
an aid in interpreting selection policies 

58. Contact organizational staff concerning the* advisability of purchasing 
expensive serials for office collections versus placing them in the 
library 1 8 collection 

59. Coordinate the annual review by organizational staff of the list of 
serials/numbered series currently acquired for the library's 
collection (s) 

60. Coordinate the annual review by organization) staff of the list of 
serial titles which they currently receive as office copies, on routing 
anchor as photocopied tables of contents 

Vterif ioatlon and Ordering 

61. Select and maintain an up-to-date collection of aidB to bibliographic 
verification of serials data 



ERIC 



138 200 



ACTIVITIES 



SERIALS CONTROL 



SENIOR LEVEL 



Receipt Processing 

62. Work with senior acquisitions and cataloging staff members to identify 
processing priorities for various categories of serials and to draft 
guidelines for priority assignment 



63. Function as a technical expert in all matters related to processing of 
serials/hunbered series 

64. Interview dealers' representatives to learn about the particular 
services they offer 

65. Identify dealers who have a good performance record in supplying 
irregular serials, congress/conference proceedings, and other series 
which are difficult to acquire on subscription 

66. Assist the section manager in negotiating with dealers' representatives 
to obtain the required level of service in acquiring anchor processing 



67. Evaluate dealers' performance and rrcort to section manager 

68. Work with interlibrary loan and cataloging section staff menbers to 
produce anchor update the library's serials holding list 

69. Draft serials records procedures and policies; draft revisions as 
required 

70. Flowchart and document 1 serial records procedures 

71. Assist section manager in on-going systems analysis of the section 

72. Analyze serials processing statistics and prepare draft statistical 
reports 

73. Train and supervise mid level staff 

74. Function as section manager in his/her absence 



flther 
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MPEJfflGB 



SHOALS CONTROL 



QJTRSf LEVEL 



ftinlc Rnnwlfflgf 



*** knowledge related to literacy, nuaeracy. 



t, etc* 



* knowledge of the priaary enbject field of ueexe served (e.g., aediclne, 

chemistry, law, etc.) 

* knowledge of foreign languages 



** knowledge of definition, structure, and foraats of infornation 

«* knowledge of alternative aggoacnes to tbe organisation of infonatlon 

* knowledge of alternative ag eoach es to retrieval of infornation 
** knowledge of alternative (gprcacfaes to infornation aanageaenl 

* knowledge of available and aaarging infornation technologies and their 



applicability to practice 
knowledge of career opportunities 
*** knowledge of how to learn on an ongoing basis 

Knowledge ahy* irfprawt^fln work er^lroranentn 

* knowledge of the enpanding infornation conaonity, its participants and 

their interrelatlonanlpB (social, econoaic, technical, etc.) 

* knowledge of the variety of work settings and their organisational 

fl^XDCetlla?0B 

* knowledge of the functions perforaed within the various work Bettings 

and tine services and products offered 
** knowledge of the users of the services and products, their character- 
istics and infornation habits 

Knowledge off what work is done 

*** knowledge of the aerials control function, the range of services and 

products offered (both actual and potential) 
•** knowledge of the activities that are required to offer the services and 

*** knowledge of the various reaonrces that are naceaaary to support the 
activities 

*** knowledge of aerials control tools and sources of bibliographic 



*** knowledge of serials control aethods and techniques 
•** knowledge of p ei foraance expected and how it can be aaaanred 
* knowledge of job reaporadbilitlae and working conditions (e.g., range 
of dutlea, probable coa p a n s al ion , benefits, etc.) 



Library * 



itlon science Knowledge (Generic) 




rch in the field and its 
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SERIALS CONTROL ENTRY LEVEL 



Knowledge of how to do vork 

*** knowledge of how to perfom the various activities 

*** knowledge of bow to use the aerials control tools and sources of 

MM iogtaphic infotsntlon 
** knowledge of bow to apply the serial m control sathodB and tochniguai 

* knowledge of personnel pBOoaoarsa 

Knowledge of the organisation Berved and its library for jnfnrmjiUnn 
center) 

*** knowledge of the mission, goals and objectives of the organisaticn 
served 

* knowledge of the structure of the organisation and the ro"Ve of the 

library (or inforsaticn center) within the organisation 

* knowledge of the various projects and key personnel within the 

organisation 

*** knowledge of the policies and p roced ur e s relevant to the library (or 

Intonation center) 
*** knowledge of the various resources available within the library (e.g., 

personnel f epjoipnent, etc.) 
** knowledge of the users' infoaation needs and requi resent o 

* knowledge of the collection, and of related collections 



SERIALS CONTROL MID LEVEL 



*** greater de pth s of knowledge s peci fi ed above 

*** knowledge of the operations of other aactiona in the library and how 

they relate to serials control 
*** kn ow ledge of wailsble vendorr-supplied systsas, services and products 

to support seriala control 
*** knowledge of the contracting process, both in general and within the 

organisation 

** knowledge of evaluation nethoda and techniques to evaluate systess, 
services and products 
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SERIALS CONTROL SENIOR LEVEL 



*** greater depths of knowledge specified above 
* knowledge of p o h l ic relations tochniaues 

** knowledge of etatletlcel doBcription, analysis, ii< erpretation and 

•* knowledg e of the ooete aaaociated with library resources (anberials, 

pnranUf apace, occ»/ 
** knowledge of ooat analysis a nd interpretation aathodB 
*** knowledge of ■ethods of leeomoe a Hooatlop 

** knowledge of standards, aeaaoxea and aathodi for evaluating p e ta o npel 
*** knowledge of alternative aenagaaant structures and their aapUoatlona 

for the operation of the libtary 
*** stste-of the art knowledge of library research and practice 
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SERIALS CONTROL ENTRY LEVEL 



Subject knowledge 

* knowledge of the primary subject field of users served (e.g., aedicine, 

chemistry, lav, etc.) 

* knowledge of foreign languages 

Library & information Science Knowledge (Genetic) 

* knowledge of definition, structure, and fonaats of information 

* knowledge of alternative agro a ob a s to the organisation of inf orsation 
** knowledge of alternative ap proache s to retrieval of inforsation 

* knor/ledge of alternative approaches to inforsation annagsasnt 

** knowledge of available and emerging inforsation technologies and their 
and icat ions 

* knowledge of completed and ongoing research in the field and its 

applicability to practic e 
** knowledge of career opportunities 
** knowledge of how to learn on an ongoing basis 

Knowledge about information work environments 

* knowledge of the expanding inforsation cossunity, its participants and 

their interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work se t ti n gs and their organisational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and pro. sets offered 

* knowledge of the users of the services and products, their character- 

istics and Information habits 

Knowledge of what work ia done 

* knowledge of the serials control function, the range of services and 

products offered (both actus] and p o tenti al) 

* knowledge of the activities that are required to offer the services and 

* knowledge of the various resources that are necessary to support the 

activities 

* knowledge of serials control tools and sources of bibliographic 

information 

* knowledge of serials cokcrol setboda and techniques 

* knowledge of performance emected and how it can be mea s ured 

* knowledge of job responsimlltiee and working c o ndit io n s (e.g., range 

of duties, probable compensation, benefits, etc.) 
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SHOALS CONTROL EMPRY LEVEL 



Knowledge of how to do work 

* knowledge of bow to perform the various activities 

* knowledge of bow to nee the serials control tools and sources of 

bibl l o gra ph ic information 

* knowledge of bow to apply t*ve serials control setbodB and techniques 
** knowledge of personnel procedures 

Knowledge of the organization served and its library for information 

* knowledge of the mission, goals and objectives of the organisation 



* knowledge of the structure cf the organisation and the role of the 

library (or Information canter) within the organisation 

* knowledge of the various projects and key personnel within the 

organisation 

* knowledge of the policies and p roced ure s relevant to the library (or 

information canter) 

* knowledge of the various resources available within the library (e.g., 

p er s onnel, equipment, etc.) 

* knowledge of the users' inforsation needs and requirements 

* knowledge of the collection, and of related collections 



SERIALS CONTROL MID LEVEL 



* greater depths of knowledge specified above 

* knowledge of the operations of other sections in the library and how 

they relate to serials control 

* knowledge of available vendor-supplied systems, services and products 

to support serials control 

* knowledge of the contracting process, both in general and within the 

organisation 

* knowledge of evaluation methods and techniques to evaluate systeas, 



services and products 
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SERIALS CONTROL SENIOR LEVEL 



* greater depths of knowledge specified above 

* knowledge of pu blic relations techniques 

* knowledge of statistical description, analysis, interpretation and 



* knowledge of the costs associated with library resources (materials, 

personnel, space, etc*) 

* knowledge of cost analysis and interpretation aethods 

* knowledge of aethods of r eso ui cc allocation 

* knowledge of standards, seasnrei and aethods for evaluating personnel 

* knowledge of alternative aa naga aa nt structures and their implications 

for the operation of the library 

* state-of-the-art knowledge of library research and practice 
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SERIALS CONTROL EOTWf LEVEL 

Buaifi auufl 

*** literacy, nweracy, cognitive, analytical, coantplcat Una, etc. 
Skills Bajfltafl to Specific Activities 
Ability tot 

* perfom each activity 

** establish p e j n o i I with oners a nd colleagues 

** o— loafca wall by written, verbal and n a n verbal nana 

* conduct an interview 

* conduct aeetinga with individuals and groups 

* collect, analyse and interpret data 

** ante daciaiona and rsconnaadel lone baaed on available Intonation 

* supervise staff 

^ work independently and in groups 
develop criteria for evaluation 

Ability to: 



*** sake effective, tinely, and weU-infornad daciaiona 
** isolate and define prcoleaa and develop the necessary criteria and 
action for their eolation 
tiae effectively 



SERIALS CONTROL MID LEVEL 

Skills Related to Bich Specific Activity 
*** Skills listed above are developed to a greater extent 
Ability tot 

** perceive the needs of the organisation and not just the library 
** anticipate long-range needs of library 

design eyateae and procedurea bo iaprove library ope rat ions 
* arbitrate and negotiate 
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serials control 



SENIOR LEVEL 



*** Skills listed above are developed to a greater extent 
Ability tot 

** apply nrthorls of anaanrensrtt and evaluation 
** budget and ante projections 
*** optadne the use of libcary reaooxces 
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SERIALS CONTROL ENTRY LEVEL 

flcllls Related to Specific Activltlee 
Ability to: 
* collect, analyse and interpret data 
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MTRODBS 



SERIALS CONTROL 



Diapaftitional Attitudes 

AtM Mitten Jaaid Institutiona 

for profess iv*> 
for tte library 
for tte parent organisation 

M-H Midas Ttaward Other People 



* Like people in gaoecal 

* Lite to telp people 
Lite to a«et people 

Lite to aate otters feel comfortable 

* Sensitive to others' needs 

Toward Others in the Workplace 



* Lite to work with otters/as a 

* Like to work on own 
** Willingness to draw upon and share knowledge and experience with 



** Stsjportlve of oo workers 
* sn joy semglng/sopesvlsing otters 



EsXafiDaJ QlttJitifiB 



* Assertiveness 
OrnreBBi on/Kindness 

* (tejCMsaee 

* Cheerfulness 
»* Dependability 

* DetessinBtionAteaclty 

* Diplomacy 

* Baoticnal stability 



* 

•* Flexibility/Versatility 



* Leadership ability 
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MRHUfS 



SERIALS (DNTROL 



Personal Qualities fcont'd) 



* Meed for 

►* Objectivity 



• OptiaWfeositive attitude 



* Physical endurance 



* Sensitive/thoughtful 

* Sense of honor 
M Sense of ethics 

* Tblc 



Attitudes B»l»t-«fl »n -TobAtork/Qryanlzation 
individual should demonstrate: 



Wi ll in gnes s to take/accept responsibility 
** Willingness to take initiative 
** Willingness to respond to authority, apply and follow policy 
*** Desire to leaxn/try 
• Willingness to fail 
*** Win Iimjmsb to ask gnootiona 
*** Desire to nock to bast of ability 

to tiae constraints 




• RUlinawss to get bands dirty 
*** a ttenti on to detail 

* Willingness to do clerical tasks 
** Desire to follow through 



* Organisational identity 

* Willingness to prcaote library and its services 

* view of library as part of a larger infonwation environment 
** view of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice e hor t - t eoi gains for long-teat goals 

* Political sense 

* Curiosity 

* variety of Interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to remain correufc in specific end general subject field 
** Positive attitude toward job 
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COMPETENCIES VNJH9H) AS HOMING 
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ATflllllS 



SERIALS CONTROL 



Dlmoftifclmal Afcfcitai&m 

Attitudes Inward Other People 
Toward Deere 

* Like to help people 

* Like to Met people 

* Like to sake others feel comfortable 

Pergonal Qualities 

* Aaserttveness 

* Qssjasjs, Un/K iu Bttit BB 

* fhnnif iilnsnn 

* nexibility/Wersatility 

* laaginati cn 

* fl^Scal^aadbnnoe 

* Sensltlve^houftl Xul 

BttitUdea Mflttfl tO .TnhAaorltAfrcanlmfclon 

Individual should demonstrate: 

* Organisational identity 

* Willingness to pcoscte library and its services 

* Ability to see broad picture 

* Ability to sacrifice short-tent gains for long-term goals 

* Dbriety of interests 

* Desire to grow personally 
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